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Chapter One First Steps 


Why Use LibreOffice Calc? 

People often need to work with sheets of figures. For example, where you want to create a 
basic balance sheet for a business plan, record your expenditures, create time sheets or 
expense applications. 

LibreOffice allows you to quickly create spreadsheets, edit them, and use a powerful array 
of tools to use them to model the world or run statistical analysis. 

And this book will take you from the first stages to a more advanced knowledge of how to 
use the program. 


Step One - Download 

OGo to http://www.LibreOffice.org/download/LibreOffice-fresh/ in your browser 

©Click on the version of LibreOffice that you want to download. The screenshots in this 
guide are taken from version 4.2.5 for windows. 


DOWNLOAD VERSION 4.2.5 


©If using chrome, the following box will appear at the bottom of the screen while the 
download is taking place. An estimate of how long the download will take is also shown. 

L i b reOff i c e_4. Z. 5_VVi.... m si 
; Za.1/Za9 MB, ZS mins left 

OOnce the download is finished, the following will appear at the bottom of the screen in 
chrome. 

ll^ LibreOffice_4,2.5_Wi..Mmsi ' | 

Other web browsers will vary. 

Congratulations, you’re ready to run the installer! 







Step TWo - Install 

OClick on the LibreOffice install program. You can either find it at the bottom of your 
screen in chrome: 

^ LibreOff]ce 4 . 2 . 5 ^....m.gi j 


Or by opening File Explorer 


and selecting the download folder: 



Then double clicking on the installer 





Home Shjr* vptew 
X Cut 

i >L- ; Copy path 


Aj^ppcahon Vooli 
M^inage 

y K 3 ; J 

ftffpcrtics 


^ n 




Move Copsf Dflctc Rcnjmf Mew 

7-, ■: = i diul [g (g,... ■# fD|(Jcr 

.'ijpbrarr? Orgin*ir li" 

© • t it * Rfl^i Ecclestone f Do^oads 

^ r u ^ Nfl/nt 

rtT Favoufrte* 

^ DownloadE 

Recent places 

ifc Google DrK^ 


j§!Oi?en - 0P Sficd 0Jl 

,'’rd-i f' Seleet n*nt 

^ HIstflcy □Ff Invert selKlion 

V 0 SEflreJ-. Do... p 

modr^^p^l type 




Z7^01407:56 “/v>ndc=tT InstflUcr. . 


©The LibreOffice installation wizard will appear 





Next 


Click on 














































©In the next dialogue you will be given the option of a typical or custom install. I 
recommend simply using the typical install. 



If you are happy with the typical install click 
If you want to install a custom installation see “How to run a custom installation” below. 



OThe next screen gives you a few more options. I recommend you click on install 




LitreOffice - Inst^ilahpn Wcs^rd 
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Selecting 0 support assistive tedmoiogy txjois install tools that LibreOffice provides for people 

with various disabilities. 


0|[^ad LibreOffice 4.2.5.2 during system stert-up 

Selecting u^- will mean that LibreOffice will start when the 

operating system starts. It’s useful if you use LibreOffice almost all the time but may slow 
down loading the operating system. 


I Ihsta^ I 

When you are happy with your options click'' Ls"'. If you are not happy with any 
choice you’ve made you can go back to an earlier choice by clicking^ 


©A user account dialogue will appear. Click “Yes”, “Allow” or “Ok”. 
©A progress dialogue will appear: 































Wait until it is finished 



Finish 


and click on 



































How to run a custom installation 


ORun the install procedure above, but in step ©instead of selecting 

Typical 

LibreOffice 4.2.5.2 will be installed with the default component3j 
including user interface languages and spelling dictionaries matching 
your current language settings. 



select 


Custom 



ChQGSg which pf ogrim fgaturts you want installed and where they 
will be installed. For example here you can select additional user 
interface languages and spelling dictionaries. 


Then click on ' ~ 

©To find out if there is available space for the feature set you’ve selected click on 



The following dialogue will appear: 



Notice that the column Available shows how much space your disk contains, and Required 
shows how much disk space your installation has available. 

In the above example, we’re good to go. 


Click 




to return to the custom installation dialogue. 


©To change the location the program will install to select change 


Install to: 

C: V^rogram Files (x86)^ibreOffice 4\ 

Chan^.. 



A location selection dialogue will appear: 




























Clicking on the 



next to the look in location will provide you with a list of folders 


Look in: 

l^- LibreOffice 4 

O Windows (C:) 

rn Program Files (kS6} 
& 

O RECGTOV (PO 
^ DVD RW Drive fO 




Which you can select from, going up or down as necessary. 


You can add a new folder by selecting 



Or you can simply type the file location in the box provided 

Folder name: 

jC:V^rogram Files (x86) LibreOffice 4\ I 


1 don’t recommend changing the file location UNLESS your default drive doesn’t have 
enough room for the installation to work. 

©To install a new language 

&"■ !'+>■■■■■ 1^ ^ I Additional user interface languages 

Click on the l^next to 


A list of languages will appear: 

S. •' I Additional user interface languages 


X - 

Afrikaans 

X - 

Amharic 

X - 

AraC^ 

X - 

Assamese 

X - 

Asturian 

X - 

Belarusian 

Bulgarian 

Bengali {Bangladesh) 

- X - 

- X - 


Scroll down to the language you want, and click on the S3 


Select 
or 


Ihb feature and aB sub-features, be instaEEed on EueaE hard dr^e, 


if you want it installed on the local hard drive 
if you want sub features such as 


































spell check and custom fonts to be installed. 1 recommend this option. 

OTo install non-English language dictionaries: 

Click on the ® next to ® J 
Click on the ® next to ^ 

Scroll down to the dictionary you want, and click on the -^jdby its name, for example: 


Select 


^ This feaituFS, and aft suh-fmatures, mil be instaEEed on Eoeal hard driven 


©Other Optional Components 


LibreOffice installs most components by default. The only exception is ActiveX 
components. If you don’t need a particular component and you are low on space you can 

click the £3-1 by its name and select 


but 1 do not recommend 


hts feature wiiR not be avattabEe. 


doing this. It will limit the facilities your LibreOffice installation can provide to you. 

Some people may need ActiveX controls, in which case you can select the -5Lidby 

don’t 


and afl sub-features, wrfE be rnstaEEed on focal hard drive. 


1 


X ] Active?; Control 

recommend doing this unless you know that you will need ActiveX controls since it can 
slow down LibreOffice and it’s an unusual requirement 


©Once happy with the options you have selected click on 
dialogue will appear 


Next > 


K 



A File type 


1 recommend leaving the defaults on this, but simply check the box next to the file types 

Nextk^ 1 

you want to associate LibreOffice with and click ■ ^ when you are happy. 

©You are now on the installation dialogue that is the last step in “Install LibreOffice” 
above. 









































Selecting 0 support assistive ted^oiogy tools LibreOffice provides for people 

with various disabilities. 


0J[^ad LibreOffice 4.2.5.2 during system start-up 


lV||l^a_ _^ __ 

Selecting will mean that LibreOffice will start when the 

operating system starts. It’s useful if you use LibreOffice almost all the time but may slow 
down loading the operating system. 


. If you are not happy with any 


< Bai 




When you are happy with your options click 

choice you’ve made you can go back to an earlier choice by clicking 

©A user account control dialogue may appear. Click “Ok”, “Yes” or “Allow” depending 
on what version of windows you use. 

©A progress dialogue will appear. 
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Wait until the installer finishes: 




































And click on 


Finish 





















To Run 


To run LibreOffice Calc double click on its icon on the desktop 


□ 




or select its tile in 


the start screen 



or search for it. 


Search 

Everyvytiere v 




E 


i 


LibreOffice Calc 


Note that when you open the program via the desktop shortcut you will get the main 
LibreOffice window whereas if you click on the LibreOffice Calc shortcut you will get the 
main Calc window. 









Create a New Document 

If you’ve started the main LibreOffice program you will see the following window: 



I 


| [g1 Wii^ iQiiujirmI 


B FanT'iilt 

\ BH. Il ' - - 






To create a new spreadsheet click on: 










To open an existing document 


In the main LibreOffice window, click on 


Q Open File 




Select the file you want to open: 



This works the same way that any other open dialogue works. First you select the file 
directory either using the sidebar or the folder list: 

« Tom ► NEA ► v O 


Then you double click on the file that you want to open, or you single click on the file and 

I 2peri ' 

then click w —* . Note that often you’ll see files of more than one type in the 

dialogue window. This is inevitable since libreoffice offers such a wide range of suite 
applications. It can edit word processed documents, databases, and even drawings. In this 
case we’re working on spreadsheet files. 

In the above example I’m going to open up a file called Tutoriall which is an ods file - a 
Libreoffice Spreadsheet file. 

When you double click on the spreadsheet file you’ll see the LibreOffice Calc main 
window for the first time. 































































































Menu and Toolbars 

You can see a fairly complicated looking program. At the top of the screen is a menu bar: 

File Edit View jnE-ert Format Tools Data Window Help 

Under the menu bar is a toolbar which provides a lot of icons that you can use to make 
LibreOffice Calc do a large range of things very quickly: 




a B ^ 


li 


1 LiberMion Sdnc 

1 ^ 

ID 

V & jf ^ 

r ‘H g [g ; i 4 % sn & (H El; Y ’ ’ ifi 
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Updating the Program 

Note also on the right hand corner of the screen is a little icon ^ next to the close button. 
When LibreOffice has a newer version available this is displayed, and you can update the 
program. 

Note that in the update window you’ll see a status indication saying what version is 
available and what your current installed version is. 

Status 

LibreOffice 4.3.5 is available. 

The installed version is LibreOffice 4.Z.5.2. 


If you want to update LibreOffice click on 


Download... 


. This will take you automatically 


to a web page where the current version of the installer is available for download. 






Form Controls dockable dialogue 


,F ▼ X 


' 5 ^ 




iQ 


The next thing that you can see varied in terms of placement depending on your choices. It 
is a dockable dialogue. In this case for Form Controls - a form is rather like a specialist 
program with buttons, check boxes and so on, which you can use to automatically update a 
spreadsheet. 

Because it is a dockable dialogue you can move it all over the screen. I like to move it to 
the left hand side of the screen. You do this by clicking and holding the mouse right at the 
top edge, then dragging it until you’re close up to the edge of the window. In fact your 
mouse should actually be on the shaded numbers at the left hand of the screen. When 
you’re in the right place you’ll see a rectangle around all the numbers: 



I’ve suggested moving this dialogue in order to leave the main working area free from 
distraction. You’ll find that since you do the vast majority of your work in this area you 
will need to leave it free as far as possible. 





















Formula Bar and location bar 


Just above the main working area - which you can also call the spreadsheet - there is a 
formula bar. LibreOffice calc is a spreadsheet and one of the most powerful features that 
spreadsheets have is the ability to automatically carry out calculations based on data that 
you enter into the spreadsheet. 

ril describe these formulas in a lot more detail later on in the book. 


AZ 


0 ^ ^ 



Another thing to note is the Name Box which tells you where in the spreadsheet you’re 
currendy located. 

I T 














Spreadsheet View 

Below the Formula bar is the spreadsheet itself. At the moment it’s empty: 
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C 

D 

E 







z 


— 










4 






5 






6 






rs. -7 







The spreadsheet is divided into rows and columns. Notice that the columns start with the 
letter A, and the rows start with the number 1. Each square is denoted by a combination of 
letter and number. In the above case we’ve selected sell Al. There is a rectangle around 
the square that shows you’ve selected it. 

If you click on cell C3 the highlight will move: 



A 

B 


D 

1 












N_ 


4 




1 

5 





f. 



i 

1 


Note also that that in the row and column the appropriate letter for the cell(s) you’ve 
highlighted has turned bright blue. And, of course, the Name Box has also changed: 

|c3 

Running a Simple Formula 

While it’s common to edit data in only one cell at a time it’s also not unusual to need to 
select more than one cell at a time. Here’s an example of a very simple spreadsheet: 



A 1 



1 


Daily Expenses 1 


2 



— 

3 


£5.00 

4 


£2.00 


5 


£12.00 


6 


£34.00 



Total 

1 K 1 

1 

s 1 



If you want to add all the sums together you’d first click on cell B7. Then what? Well, I 
talked about formulas in the above example. One of these formulas is called SUM. This 
formula adds up a row of figures. 

It’s so common in fact that there is a SUM icon on the formula bar. If you click on ^ then 
LibreOffice will automatically try to determine the range that you want to sum together. 























































SUM 


0 ^ 


= SUM(1 



A 1 



1 


3 n c£l 

Dalij LJiTjAnses 


z 




3 


' £5!66 

1 

4 


£2.00 


5 


£12.00 


& 


£34.00 



Total 

=F;iJMfgaga 



Note that in cell B7 you see a FORUMLA. In this case it’s the SUM formula, and you are 
adding together cells B3 to B6 inclusive. The cells in the range are highlighted with a blue 
border. 

Note that =SUM() is a formula, and the thing within the brackets is a parameter. In this 
case the parameter is a RANGE. 

When you’re happy with a formula press ENTER. You’ll see the result of the formula in 
the cell: 


Ba 


0 ^ ^ 



A 

K 

c 

1 


Daily Expenses 


Z 




3 


£5.00 


4 


£2.0bj 


5 


£12.00 


6 


£34.00 


7 

Total 

£53.00! 

& 


1 



m 


But clicking back onto the cell will display the formula again, allowing you to edit it if 
you want. 

Note also that when you change one of the cells that the formula depends on the formula 
will be recalculated automatically and the result in the cell will change automatically too: 



A 1 


1 


Daily Expenses 

z 



3 


£W.OO 


1 

1 ^^!oo| 

5 


£12.00 

6 


£34.00 

7 

Total 

£153.00 

S 




Which is one of the main strengths of a spreadsheet application. The ability to see what 
happens if you change a few details in a spreadsheet actually provides a huge amount of 
power when you want to run simulations of crunch figures. 

Wow, just in this small section we’ve covered a lot of ground so don’t be surprised if it’s a 
little confusing at the moment. 




































































Cell and Page Styles 

On the right hand side of the screen you’ll see the Styles dockable window. You can use 
this to update the look of a cell or a page in order to make the chart look consistent. 


^ iri 


□ Default 

□ Heading 

Headingl 

□ . ■■ 


ResultZ 


Click onto the cell whose style you want to change. For example, B7 earlier: 


B7 

^ ^ E. — =SUM(B3;B65 


A 


c 

1 

iDaHyBcperraes 


2 




3 


£i05.00| 

I 

4 


£2.00 

1 

5 


£12.00! 

! 

6 


£M.OO! 

1 


Total 

£153.001 

8 

n 


1 - 

1 

1 


Note that the cell becomes highlighted, and you can see the formula that you entered in the 
formula bar. 

In the Style Properties dialogue double click on the style that you want to use. In this case. 
Result. You’ll see that the style that you choose becomes highlighted 


□ Default 
□ Heading 
Headingl 

t^e^ultZ 


And that the appearance of the cell itself changes: 



-^ 

1 

!Daily Ex[>enses 1 

2 

! ! 

3 

i £105.O0i 

4 

j £2.00' 

5 

1 £12.00i 

6_ 

i £34.001 

Total 1 £153.001 

m 

























































Sheets tab 


You’ve worked with a simple spreadsheet above, but LibreOffice can handle a number of 
spreadsheets in each file. For example, dealing with different projects or employees or 
even weeks in each spreadsheet. 

Clicking on a sheet in the spreadsheet tab opens up the sheet for editing. 

ln^RirF|[Ml \Sheet1 /¥? U < 

Clicking on i adds a new spread sheet. 




Saving a File 

To save a file click on ®in the toolbar. If you haven’t named the file yet, you’ll need to 

save as. You can do this by clicking on .P in the file menu. This will 

open a save as dialogue which will be very familiar to you. You can choose the directory 
in the normal way: 

^ « Google Drive ► Tom ► NEA v 


And you can also change the file name: 


File name: 




This works the same way as any other save as dialogue. 









Closing down the Program 

Onc e y ou’ re hap py that you’ve saved everything you want to keep, click on 
lIJ ?'*'-''’™™" in the File Menu to exit LibreOffice. 







Next Chapter 

In this chapter I’ve covered the basic information needed to install LibreOffice Calc, and 
I’ve also shown you a first spread sheet and a very commonly used function. 

The next chapter will be a beginner’s tutorial which will show you a lot of the information 
you need to get early results out of the program. 


Chapter Two - A Basic Thtorial 

In this chapter I’m going to produce a couple of basic spreadsheets. The first one of these 
spreadsheets will be a basic accounting spreadsheet called a profit and loss spreadsheet. I 
hope that this tutorial will teach you a lot about how to create your own customised 
spreadsheets. 

While the profit and loss statement is a useful financial tool, I’m not a chartered 
accountant so you’d probably be better off hiring one if you want to do a serious profit and 
loss sheet. The purpose of this tutorial is just to teach you the rudiments of LibreOffice 
Calc. 


Creating a new Spreadsheet 

To create a new spreadsheet click on ® "don’t forget to save the spreadsheet first by 
clicking on ® ^aveAs... ctn+shift+s menu and saving it. 


Renaming the worksheet 

Right click on the worksheet name that you’re editing in the worksheet tab at the bottom 

of the screen ^ you’ll see a context sensitive menu. 

Click on Eename Sheet... jq gjyg |-jjg workshcct a Sensible name. This will bring up the 
Rename Sheet dialogue. Chose an appropriate name for your worksheet. 

Name 

Profit and Lo&e. 


Click 


OK 


when you’re happy with the worksheet name. You’ll see that the sheet 


changes name in the worksheet tab: i^lllll.^llwhProf^andLoss^-fr/ 













Creating a heading 

A heading is effectively just text. You can enter text by clicking into a cell with the mouse. 




1 c 1 

1 

1 

i 



A 

iTutorial on Profit and Loss] 



Note that as you type the text it appears on the screen. When you’re editing text you can 
choose whether to commit the changes or not. Note that the text that you’re entering also 


appears in the function bar with a big red cross. ^ ^ 


Tutorial 


If you click on the 


^you’ll see that the changes you make are rolled back. You can also roll the changes 
back by pressing the escape key (esc) which is often found on the top left hand of the 
keyboard. 


To commit a change (or in other words, to decide that you want to make a change) you can 
press ENTER to move down to the next cell. 




D 


1 

i 1 

1 


2 

ITutorial Exarnple Profit and 1 

Loss 



1 L ! 

1 



Alternatively, if you click the tab (often found above the caps lock key on the keyboard) 
you’ll commit the change and move to the next cell in the row. 



A I 

I g p I 

I 

1 






Tutoria|\Exarrble Profit and Loss 



I P 



Here’s an interesting thing. If you start to type something into the next cell what happens? 



M 1 D 1 


1 

1 

i 

( 



iTutorial Exarri 

! 1.2t<jss i 

1 




At first, what you’re adding appears in the new cell, but the rest of the text is still visible. 
Once you commit the change by pressing enter you’ll see that the text in the new cell 
hides all of the overflow from the text in the old cell. 



A 

B 1 


1 



f 

2 


ITutorial Exait' 

i.2^ 



1 

1 K 

4 





You can resize cells, but it’s often a good idea to make sure that if you’re going to have a 
cell with a lot of text in it you keep adjacent cells clear of important text. 























































Adding a Header Style to the Cell 

It’s important to style text like headers so that it stands out. Click onto the cell that 
contains the header. Then, in the style properties on the right hand side double click on 
Heading 

® 0 -S’! Gi 

El hLeading 
S RU^It 


When you do that something odd happens. You see the text that you’ve entered change to 
a different alignment, centred, which means that you half the text spills over into the cells 
before the one that you’ve just entered: 




D 

1 

1 



rtor/a/ Example Profit and Loss 

\ L- 


In the toolbar there are a range of Alignment Options that you can choose from 
® ® . If you click on ® it will align the text to the left. 



{Tutorial Exam ple PMit and Loss 


It might help to mention at this point that you’re just changing the individual instance in 
this case rather than the style. I’ll show you how to modify styles later on. 


You can continue to add text by clicking on a square and typing into it: 


J ..1 

1 

1_ . .1 

Tutorial Example f 


__ .,L 

! 

.. J 

Total Revenue 1 

Less 

Costs of Goods Sold 


!Gross Profit 1 


"'i 


So far we’ve just entered text. In cell B5 (Costs of Goods Sold) we’ve hit a problem. The 
text is a little too large for the sheet. So when we enter text into the next cell it’ll obscure 
the heading. 


Resizing a column or row isn’t difficult. Move the mouse up to the letter or across to the 
number which you want to resize. The mouse will change. Click and hold on the mouse, 
then drag the boundary of the column of the row to the correct place. 
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i 


C 




Tutorial Exa 

np/e 





Total Revenue 



Costs of Goods Sold 



Gross Profit 




1 

1 [ 





The line will show you where you’ve resized the column or row to. You can use the same 
process to increase or decrease the width of a cell too. 

















Entering Numbers 

So far we’ve entered a lot of text data. But the fundamental purpose of most spreadsheets 
is to crunch numbers. So it’s not a surprise that it’s easy to enter numerical data too. 

Click onto the cell that you want to enter the data into. 


3 ^ X £1,000,000 

B 


1 i 

i 


ITutorial Exar 

np/e Pro 

fit a 

1 



Ijotal Revenue 

£l,000,OC^ 



Type in the number. In this example I’ve used a format - commas to denote millions and 
thousands. LibreOffice Calc gives you a lot of control over the way that you enter and 
display numbers. When I press enter to commit the change something odd happens: 

[Total Revenue 

Help! Well, not, it’s nothing to worry about. When you’re entering a number and it’s too 
large to see in the cell you get symbols that show there is a number in the cell - three hash 
signs. 

If you resize the cell you see that the numbers are still there! 




mple Profit ai 

l £ 1 , 000 . 000 "^ ^ 





























Formatting a Number 

In the above example we can see the number is almost written the way we wanted it. But 
LibreOffice Calc is insisting on showing the decimal points. It’s pretty easy to make 
LibreOffice format a cell the way you want it. 

Right click on the cell and select ceiis... 

Numbm font iFgnt AligrHnerrt -fioFidkr? BKk-groi 

B 


In this case you see that there are a lot of format options including Percent, Currency, 
Date, Time and so on. But LibreOffice has detected that this cell is probably a currency 
cell, and that it is probably British Pounds. You can click on another option to override 
this default. But in this case LibreOffice has detected the right basic format (it’s a number 
in GBP) but we want to select one of the other options. Note also that there are black 
options and red ones. Sometimes people like to denote a negative number in red. If you 
choose one of the red options and there is a loss it will show up in red. 

In this case I select £^234 which produces a format the way that I want it. 

Total Revenue 


C^t^gory 
Pore wit 


Currency 


Date 

Tim€ 

ScientifhC 
Frdclibh 
SmImh V9,Suc 

I 


Formaft 

IgBP £ English (UK] 


GBP 

-1254.(XJGBP 

-fLZM.OO 















Selecting a range of cells 

Sometimes you may want to format more than one sell at a time. To do this, click on the 
first cell of the range and then hold the mouse button. Move the mouse to the last cell of 
the range. You’ll see all the cells you’ve chosen highlighted. 


1 

i 

1 

Tutoriaf Example Profit £ 

1 

ind i 





i 

Total Revenue 

£1,000,000 


1 

Costs of Goods Sold 




Gross Profit 




i 

L-ff 

1 


Let go of the mouse. Now, right click on any of the highlighted cells and select format ceik... 
to change the formatting. 

When you’re doing a lot of cells at once you’ll often find that it’s necessary to select the 
category in the Format Cells dialogue manually. Just click on the category for the 
formatting that you want. 

Category 

Percent 

Currency ■ 

Date ^ I 


We continue entering the data. 



Total Revenue 

£1,000,000 



Less 

Costs of Goods Sold 

£400.000 




Gross Profit 







































A basic Calculation 


Obviously, now we’ve got to Gross Profit. Which is Total Revenue minus Cost of Goods 
Sold in this case. I could just type in a number after doing the calculation. That might 
even be a ‘sensible’ approach. But it’s much easier to get LibreOffice to do the work of 
calculating the answer for me. 

Calculations start with the symbol =. So type in = 

Gross Profit=| 

Then move the mouse to C4 (total revenue) and click on it once. 






Total Revenue 

£1,< 

TO.OOOl 


Costs of Goods Sold 

i) 

150.000 


Gross Profit 

=m 


Note that the cell number appears in the formula, and you see a purple rectangle around 
the cell. 

We’re taking away (subtracting). So we type in - . Then Click on the cell we’re taking 
away C5 (Cost of Goods Sold). 


Total Revenue 

£1.000.000 

Costs of Goods Sold 

£M 

w,ood 

Gross Profit 

=C4-ffi 





And press enter. LibreOffice Calc does the calculation for you automatically. 



Total Revenue 

£i.000,00o| 


Costs of Goods Sold 

£400'.000 

..! 

Gross Profit 

£000,000: 


That may seem a little bit of a palaver. But because we’re using a formula if we change 
either the Total Revenue or Costs of Goods Sold the calculation is updated automatically 
for us. 

Making a cell Bold 

The Gross Profit cell is an important cell. One way that you can make an important cell 
stand out is to bold it. Click onto cell C6 and then click bold ^to emphasise the cell. 



Tutorial Example Profit and Los: 







TcytaJ RenrefluQ 

£1.000,000 


Less 

tA GtKMis Sold 

POO 000 



Gross Proht | 

1 £600.0001 






































A Percentage Calculation 

In the above example we’ve already used a simple formula - a subtraction. You can also 
produce a percentage to find out what percentage of total revenue the costs of goods sold 
are. 


Click onto cell D5. You can repeat the same process with the mouse button to get the 
following formula: 

=C5/C4*100 


Note that there are two mathematical symbols here. / which means division, and * which 
means multiplication. 

In this case it means Costs of Goods Sold divided by Total Revenue then multiplied by a 
100. The order of operational precedence is similar to the mathematics that you learned at 
school. One thing to note is that you can use brackets ( ) to change the order of 
precedence: 

=C5/(C4noo5 

Is a very different calculation than the one above. In the first example you calculate c5 
divided by c4 first, then multiply by 100. In the second example you calculate C4*100 
first, then divide c5 by the answer. 


Another thing... when we finish our calculation we see: 



Total Revenue 

£1,000,000 


L&ss 

Costs of Goods Sold 

£400,0001 £40 



Gross Profit 

£600,0001 



LibreOffice has decided that since the calculation is all based on Currency, the result is 
probably a currency. Format the cell by right clicking on it, and then choosing“°'^'^^'^ ' . 

In the categories click on Percent and then choose the type of format for percent that you 


want. In this case I’ve decided to go for two decimal places. 


-13% 


..^ 2 . 95 % 


Then 


Click 


OK 


When you check out the spreadsheet you quickly see the marvelous 


result of your calculation... an error: 


Costs of Goods Sold £400.000i 4000.00%! 


Why? Well, when LibreOffice sees a cell that is a percentage it automatically multiplies it 
by a hundred. So the formula you want for this cell is actually slightly more simple than 


the one we included above. The correct calculation is 


We can repeat the process to calculate the Gross Profit Percentage. 


=C6/S 


































Ob 0 ^ ^ — =Cb/C4 


A 

B 

C E 

1 


i 1 1 

z 


Tutorial Exaspple Profit and Losi 

1 

> 

3 


1 i 


4 


Total Revenue 

£1,000,0001 


5 

j 

Less 1 

!Costs of Goods Sold i £400,0001 40.00% 


-1 

Gross Profit \ £00D,OfMII| 60.00% 

1 ! 1 

1- 





























A simple Pie Chart 


While not strictly speaking something that often appears on a profit and loss statement, 
sometimes it can help people visualise data if they have a chart. So, highlight the items 
that you want to include in the chart: 


— 





Total Revenue 

£1,000,000 




Costs of Goods Sold 

£400.000 

40.00% 



Gross Profit 

K £600,000 

60.00% 





1 

1 


Then click on the Chart icon ^ in the toolbar. You’ll see the Chart Wizard. I’ll describe it 
in more detail later on in the book, but for the moment we’re going to create a pie chart. 
Click on<® Pie in the categories list. 


Choose the style of pie chart that you want to use (in this case I’m going with the default) 


Click 


Ned >> 



You’ll see a data range: 

Data range 

S'Profitand Loss'.SBS5;SCS6 


This looks a little complicated. The first section is the worksheet, the second section after 
the ‘.’ is a cell range. 


But you can usually just use one of the options O Data series in rows or ^ 

to open the Data Series task in the Chart Wizard. I’ll explain that later, 
for now. 


Click 


Ned >> 


Just click on 


Ned >> 


Type in the Title for the chart 


litle 


Gross] Profit and Cost of Goods 


Click on the rectangle HjE'^piay legend j£ don’t want to display the legend. You can 
also change the position of the legend my selecting one of the other options. 


O Left 

^§^ Right 
Olop 
O Bottom 




Once you’re happy with your selections click on 


Finish 







































You’ll see a chart appear. You can move the chart by moving the mouse to the border of 

the chart (the mouse will change to a little cross ^ ) then clicking and holding the 

mouse button and then dragging it to wherever you want it on the worksheet. 

Around the chart are a number of small rectangles. When you move your mouse over the 

rectangles on the corner of the chart it changes to arrows. ^ Click and hold the mouse, 
then drag it in the direction of the arrows (i.e. towards the centre of the object to make it 
smaller, or away to make it larger). 

L Jam Hfc-rtfw* JJ CK 

I HR-ud Mran 

fh.il r nasm 


Ciiast Piu'ii aiTd dm Cxas 








Completing the expense section. 

So far we’ve filled out part of the spreadsheet. We’ve edited cells to include text, 
formatted cells to include numbers, and we’ve also created a simple chart. We’ve learned 
most of the functions you need to create simple spreadsheets. 

For example, we know how to add the following to the spreadsheet: 


s 

Less lExpens-es. 

I 


9 

Accounting and Legal 

£ 50,000 

1 

10 

Advertising 

£ 150.000 

1 

11 

Depreciation 

£ 09,000 


1Z 

Training: : 

‘ £ 45.000 


13 

Less Total Expenses 



14 

Equals |Net Profit 



1 e; 

i 

I 




Remember, you click into a cell to edit the content. If you type text you can format it using 
the bold icon on the task bar^. You can enter a number with a currency symbol. If you 
want you can format the number by right clicking on a cell, or selecting a range of cells 
and then right clicking on it to format multiple cells. 

Doing the calculations: Total Expenses 

The first calculation is to work out Total Expenses. Click on the cell and then the SUM 
function icon ^ to select the range of cells. 


s 

Less Expenses 

9 

Accounting and Legal 

IE 5O.OO0 

1 

10 

Advertising 

£ 150.000 

; 

11 

Depreciation 

£ 09,000 

; 

1Z 


Training , 

£ 45,000 

1 

j^gjLess 

Total Expenses 

=suMfiaBia 



You can press enter. 

Doing the Calculations: Net profit 

Remember from earlier that to create a calculation you need to enter the cell where you 
want to display the calculation, type in = and then enter the formula that you want the 
spread sheet to calculate. 

For Net Profit the formula is Gross Profit - Total Expenses. 

First click into the cell, then type =. Use the mouse to select the cell that has gross profit 
(C6). 















































Total Revenue 

£i.[K>0,{H)0 



Less 

Costs of Goods Sold 

£400,000 

40.00% 




Gross Profit 

£60qNOOO 

80.00% 









Less 

Expenses 






Accounting and LegaJ 

£ 50,000 



) 


Advertising j 

£ 150,000 





Depreciation ' 

£ 89,000 

j 


[ 


Training 

£ 45,000 

1 


r 

t 

Less 

Total Expenses 

£ 834,000 

1 


1 

Equals 

Net Profit 

=3S 



i 


1 




L 


1 





Then use the operator - and click on the Cell that contains Total expenses 


13- [Less 

jTotal Expenses 

1 334,000f 

niEquals 

[Net Profit 

I 

|=C6-a0 T 

1 - 


When you press enter the calculation will be performed. Here’s something that I always 
advise: when you’re doing a calculation like this for the first time just check the sums 
mentally to see if it makes sense. 


Less 

Total Expenses |£ 

334,000' 

Equals 

Net Profit 

£266,000^ 


In this case our mental calculation looks about right. 

We can do percentages like we did before. For example Total Expenses as a percentage of 
Total revenue: 


L&ss Total Expenses £ 334;CKK) =Ci3/jS3 

Remembering to format the cell as a percentage using the right mouse button. 

Editing a Cell with a Formula 

To edit a cell with a formula double click on it. Note that when you do this LibreOffice 
gives you a hint about what cells belong to what item in the formula - the colour of a cell 
reference in the formula is the same as the highlight colour around the cell. 

|Eqiials' NetProfit _ E £266;00^= C14/C4| 

Inserting Rows or Columns into a Spreadsheet 

Life would be simpler if we could just enter data into a spreadsheet once and it always 
remained the same. But you’ll find that in reality you’re always adding new information to 
a spreadsheet. For example, in this tutorial we’ve got a number of expenses listed. But 
maybe the management decides to pay itself a salary. You’re going to have to include the 
figure in your profit and loss account. 

To insert a row into a spreadsheet the first step is to right click on the cell below where 
you want to insert the row. 

For example if you want to insert a row between 8 and 9, right click on 9: 



Less 

Expenses 




Accounting and Legal ■ £ 

50.000: 



lAdvertising '£ 

150.000 


1 

n Q.nrjif'i at i r^n -f 

RO iWk 




























































Then click onS insert Rows Above YouTl immediately see a new row above the row you 
selected. The row is empty. 


h 

10 

Less Expenses 








Accounting and Legal 

£ 50,000 

1 


11 

.Advertisin-g 

£ 150,000 

1 

i- 



Type in the new Director Salary information. 


Less Expenses 



1 Director Salary 




Note that the row takes on the formatting of the row that is directly above it. So you’ll 
have to change any formatting that you might want. In this case you’ll also see that the 
new line isn’t included in your calculation: 


S 

Less 

Expenses 


9 


Director Salary 

£ 24,000 

10 


Accounting and Legal 

T 50,000 


11 

Advertising 

£ 150,000 


1Z 

Depreciation 

£ ' 89.000 


1] 


Training 

£ 45,000 


m 

[Less 

Total Expenses 

=SUM{C10;C13t' 



Change it manually in this case. Total Expenses =SUM(C9:Ci3)T 

Inserting a row in the middle of a range 

In the above example we inserted a row above the range. If, however, we were to insert a 
row in the middle of the range (say, above row 12) we get a slightly different result: 


a 

Less Expenses 

9 

Director Salary 

;£ 24,000 


10 

Accounting and Legal 

£ 50,000 


11 




1Z 

Advertising 

£ 150,000 


13 

Depreciation 

£ 89,000 


14 

Training 

£45,^ 



Less Total Expenses =SUM{C9;Clj4 



The new row is automatically included in the Total Expenses formula. You don’t have to 
manually change the formula to include the fact that you’ve added a new row. Say you 
then add a Postal bill, the calculation automatically adjusts to the figure you’ve added. 


L&ss_^Expe n ses 


director Salary 

: £ 24,000; 


iAccounting and Legal 

£ 50,000, 


■Postal N 

i £ 14,000 


lAdvertisiirp | 

k 150.000 


; Depreciation 

■ £ 89,000: 


Training 

' £ 45,000. 


Less iTotal Expenses 

,£ 372,000 37.20% 



If you insert a row ABOVE the rows effected by a formula the formula will automatically 
update so that it still refers to the same cells. Say, for example, you add another row above 
row 7: 















































































7 

' 1 




S 

i i 




9 

L&ss i Expenses I 


i 


10 

[Director Salary = 

^ 2T006 



11 

[Accounting and Legal 

£ 50,000 



12 

i Postal 

£ 14,000 



B 

[Advertising i 

£ 150,000 



14 

[Depreciation 

£ so.aw 



15_ 

{Training 

£ 45,000 




Less [Total Expens&s 

=SUM{C10rC15) 

; '37.20% 


17 

Equals [Net Profit | 

£228,000 

22.80% 



The range in cell C16 is automatically updated. But also the percentage in D16 is 
automatically updated to reflect the changes you’ve made to the work sheet. 

While these automatic function reference updates generally behave intuitively, when 
you’re inserting a row or a column it’s generally worth making sure that you check that 
any functions that you’ve made are still ‘sensible.’ 








































Seeing which cells are based on calculations 

If you click on _ vaiue Highlighting ctri+Ffl Vicw Mcnu dll cclls that are based on 

calculations will appear in green. All other cells will be blue. Click on it again to return to 
the normal view. 




Inserting a column 

It’s basically the same procedure to insert a column as to insert a row. You right click on 
the column header to the right of where you want to insert the column, and then click 


Insert Columns. Left 




B I 


1 ^ 






Tutorial Exar 

nple Profit i 

ind Loss 






Total Revenue 


£1,000,000 


Costs of Goods Sold 


K £400,000 


'Gross Profit 


^ £000,000 



. 




Note that the calculations that you’ve made are automatically adjusted to cope with the 
fact you’ve created a new column in the same way they would if you inserted a row. 




























Deleting a Column or Row 


Right click on the column or row header for the row that you want to delete. Then, in the 
case of columns click on ^ selected coiumni rows click on 

H Delete Selected Rows 


Note that you can delete more than one row or column at a time by left clicking the first 
row or column you want to select, holding the mouse button down, and moving to the 
final column or row you want to select. 



Then right click within the highlighted area in the row or column header as above. 














Cut, Copy and Paste 

It’s pretty easy to cut, copy or paste a row, column or range of cells. First you have to 
select the items you want to cut or copy. If it’s a row or column select them using the 
header - i.e. click with the left mouse button and hold then move to the end of the 
selection. 

If it’s a cell you move to the first cell in the range you want to select, click and hold, then 
move the mouse to the opposite corner of the range you want to select. 

After that it’s easy. Right click on your selection and then choose ! ^ if you want to 
remove the cells after copying them to the clipboard: 


1 Director Salary 

£ 

24,000 

1 1 

r 



1 Advertising 

£ 

150,000" 


Or ^ if you just want to copy the cells to the clipboard: 


9 J 

Director Salary 

£ 

24,000 

la 

[Accountint] and 

Legal | £ 

w.oool 


1 Postal 

:£ 

14,0001 

iz1 

! Advertising 

1 ir-\ ■ ■' 

£ 
i j-" 

£ro,o6o^ 

nrt rt ri.ri 


Note that if you cut you may want to remove the cells altogether, in which case you may 
want to right click on the area and choose then select which direction you want to 

shift the cells. 






























Paste 


Ordinarily pasting is a simple matter of right clicking where you want to insert the data 
you’ve copied and then selecting® . For example, if you’re pasting a column right 

click on the column where you want the content pasted and then click® . The 

content of the clipboard will be pasted to the column which you’ve selected. 

And this will work. However, it will replace everything in the location where you’re 
copying the data and you’ll get the following warning: 



If you want to paste cells, rows or columns without losing the existing data you’ve got to 
be a bit more sneaky about matters. Select the cells, rows or column where you want to 
insert the data and then click on Pa^te special... 

There are a lot of options here that I’ll describe in more detail, but the one that you want is 
Shift Cells. If you select Don’t Shift (the default) you’ll overwrite the cells that you’ve 
chosen. If you select Right or Down you’ll insert new cells to the right or above the cell(s) 
you’ve selected. 

Shift cells- 

(§) Don't shift 

Down 

O Right 

You’ll see a number of other options in this Paste Special link. In the main they work as 
you’d expect, but I’ll get back to them later on. 

























Running a Spell Check 

When you’re working on a spreadsheet it’s easy to make a spelling mistake. LibreOffice 
Calc runs an automated spell check all the time, highlighting errors in spelling using an 
underline: 

Costs of Gogd^ S^d 


It can be easy to miss a spelling mistake even though it’s highlighted. So before printing 

ABC 

out a document run a spell check by clicking on ^. 


Sometimes when you click on the spell check button LibreOffice won’t find any errors 
after the point you’ve currently selected on the sheet: 



In which case click 


iVei 


to check the rest of the document. 


If there is an error you’ll see the main spell checking dialogue. You can choose the 


language that the spell checker is checking 
immediately around the error: 


English (UK) 


and see the text 


Not in dictionary 
Costs of Goodss Sold 


As well as a list of suggestions: 

Suggestions 

A 

Goods s 
Godhoods 

Gooders f 

ri ri rl I r In I 

Double click on the correct suggestion from the list to choose it, you can also choose to 
ignore the error once or every time you see it. If the “error” is actually correct you can add 
it to your own custom dictionary. LibreOffice treats words that you add to the Dictionary 
as if they are correct - so be careful! 

ignore Once 
Ignore All 
Add to Dictionary 



Once you’ve gone through the entire document deciding whether to correct or ignore 
errors you’ll see LibreOffice tell you that the spell check is complete: 








































Don’t forget to save the document once you’re happy with it by clicking on the ^ icon in 
the toolbar. 


















Page Preview 

Before you print out a workbook it’s often advised to make sure that you carry out a print 
preview. While you can print out the workbook simply by pressing ^in the toolbar this 
carries the risk that you can end up printing a lot of information that you don’t want to 
print. 

Instead press Page Preview in the toolbar^. 

This will open up the page preview. The main window will display a picture of the page 
that you’re going to print. One thing that it’s particularly important to check is at the 
bottom left hand side of the screen. This shows the current page and the total number of 
pages that you’re going to print 


Pagel/Z 

You can sometimes end up printing a lot more pages than you expected if, for example, 
your worksheet covers several pages. 

Once you’ve checked that you aren’t printing huge numbers of pages take a look at the 
preview window: 




T[Jton3i Exsmpie Profit aid Loss 


Ljss 5 c>d 


£1 aXKXrCf 
£A>' 3 «Ki 

£SH1000 60013% 


Drscj Sajv f- 

AOX'J~E -Q J’rd £ 

£ 

IteO'QESdO':'! £ 

Tan-c £ 


ZAOOO 

50000 

lAQCO 

30000 

S 6 lO >3 

i £000 

3F2000 


3720% 


Szjus Prof^ 


£SS03;3 2260% 


Gras pT=oft arc CbEtof GooCs 



■C:s:s End 


You can scroll through the pages of the worksheet that you are printing using the toolbar. 
Click on to go to the next page, and to go to the previous page. 


If you’re happy with the worksheet you’re going to print, click o n-^ ... 

in the File menu. Otherwise click close Preview toolbar to return to the worksheet. 










Printing 

The Printing Dialogue is pretty sensible and obvious. Firstly, make sure that you select the 
right printer from the list of printers that it gives you: 


Printer 

Fax 

HP Deskjet 105€ J410 series 
HP ePrint 

Microsoft XPS Document Writer 


pend To OneEvfote 2013 


You can alter printer properties using 


Properties... 


You can choose what area to print out using the range and copies. If you’ve selected an 
area of cells, choose Selected Cells. Otherwise, to print out the sheet you’re currendy 
working on use Selected Sheets. 


Range and copies 
O All sheets 

Selected sheets 
O Selected cells 


1 really don’t suggest using All Sheets since this can result in printing out a lot of pages 
that you won’t want to print. 


Once you’ve chosen the Range of items to print, you can restrict it further to specific 
pages. For example in our work sheet we might just want to print out the first page: 


From which print 

O All £ages 

(§) Pa^es 


r 


I I Print in reverse page order 


You can include ranges in the Pages section by using the dash (i.e. 1-2 is pages 1 and 2 
inclusive), and separate selections using the comma (i.e. 1,3-4 prints out pages 1,3,4) 
noting that if the same page is included more than once it’ll be printed out more than once 
(i.e. 1,1-2 would print out pages 1,1,2) 


Finally set the number of copies to print 


Number of copies 


and whether you want to 


collate the pages, then check the preview on the left hand side of the dialogue and click 


OK 


when you’re happy. 















Finding items in the Spreadsheet 

Sometimes when you have a very large spreadsheet you may want to find a specific item 
in it. Click onE^d... ctri+p in the edit menu. You’ll see the Find Taskbar at the 

bottom of the screen: 


Find 



Find All Q Match Case 


You can press ^ to close the taskbar. Type the text that you want to find in the Find Box. 
LibreOffice will search through the file, and if it doesn’t find anything it’ll ask you if you 
want to continue from the beginning. 


Fifid & Replace 


LibreOffice Calc has searched to the end of the sheet. Do you want to continue froru 

the beginning? 






No 



Click on 



. The cell that it finds will be highlighted: 


Total 


'Gross Profit 


ip-VTUrKAC 


£4jCO.Om 

BGmjm 


You can navigate through the document to the next and previous found items using the 

buttons provided ^ ° or click Find an |-q display a dialogue showing all the instances. (For 
example searching for the word Profit) 



Profit a-nd Los SBS2 Tutorial EKampEe Profit and 


Profit and Los SBS6 Gro^s Profit 
Profit and Los SBS17 Net Profit 


Double click on one of the instances to go to it. Use 
Search Results dialogue. 


Close 


if you 


want to leave the 


You can match only items of a specific case by clicking on the rectangle 


next to 0^3*= 


If you want to replace items click on ^. This brings up the Find and Replace dialogue. 
One thing to note about this dialogue is that there are two sections. The first section is the 
find section: 


Search for 



Find 


Enter the text to find. If you click on 


you’ll go to the next cell with the text that 




















































you’re searching for. Using 


Find All 


will select all instances of the searched text. The 


instance that you’ve selected is visible on the workbook because it has a bold rectangle 
around it. 


|E^t 5 Met Profit [_ £226 

Once you’ve got to the first item that you want to replace, type in the replacement text into 
the appropriate box: 

Replace with 



If you hit 


Replace 


it will replace only the item that you’ve currently selected. 


Replace All 

-^ Will replace all the selected items. 


There are some options that you can use to control if you want to only match items of 

exactly the same case (i.e. the word “This” and “this” wouldn’t match) or 

match only cells with the exact content Qj£"tire ceiis 

There are also some more advanced options that you can use by clicking on ® other options 
I’ll describe these in detail later on. 


Note that using a combination of Find to choose each item, and replace when you want to 
change a specific item you can have a reasonable amount of control over the items you 
want to replace. If you don’t want to replace an item just click find to go to the next item. 












Next Chapter 

This chapter has included a basic tutorial that shows you how to add data, create simple 
formulas, save, print, select, insert and delete cells, and a lot more. 

In the next chapter I’m going to go into more detail about functions and calculations. 


Chapter Three - Functions and Calculations 

So far we’ve already seen some basic calculations in use. When you start editing a cell 
with the symbol = you’re telling LibreOffice Calc to run a calculation. For example the 

calculation: i Would result in the obvious answer^ ^ . 

We’ve also see that we can use sums from other cells as part of the calculation: 

i F^ret Ar^r»nt Operator 'Seconc Argtrrserft Ecuis 
2 + I K 

We can build on these principals. For example, it’s possible to reference a cell in another 
worksheet: 


For example, consider that we’ve got a spreadsheet where the worksheets include one that 
we’ve called Profit and Loss 


n\ Profit and Lo5s\Sheetg/ ifr y 


If we click on Sheet2 and want to refer to a cell that is in the worksheet Profit and Loss we 
can do so by including the name of the worksheet as a reference: 


jSIc X ^ 


='Profit and Lose.'.C6 


The name of the worksheet is in single quotes. Then there is a full stop, and the name of 
the cell within the worksheet. You can do calculations with the result in exactly the same 
way as a normal cell. For example to find out the average monthly gross profit: 

^ X ^ 


='Profit and Loss'.C6/1Z 

















Preventing LibreOffice Calc treating mathematical text as a calculation 


Sometimes you may not want LibreOffice to treat something that looks like a calculation 
as if it were actually a calculation. For example if you enter: 




=Z+2 


It will produce the result I ^ 1 when you want to display ^^ I. You can prevent this 
from happening by formatting the cell to a text cell BEFORE you enter anything into the 
cell. 


Right click into the cell and select " then scroll down in the Category window 

until you see Text. Double click on it. 


Category 


Percent a 

Currency 

Date 

Time 

Scientific 

Fraction 

Boolean Value 

Tact . V 


And then click on 


OK 


You can then enter the text as normal. 













Basic Functions 


While I’m going to go into some detail about functions in general later on in the book 
there are some functions that are used so often that LibreOffice makes them directly 
available from the Name Box. When you click into a cell and either press — in the 
function bar or type = on the keyboard you’ll see the following option appear in the Name 
Box: 


ms 


IF 

AVERAGE ; 

MIN 

MAX 



We’ve already seen the Sum function before - which is a function that finds the total of a 
range of cells by adding them together. 

Finding the (Median) Average Value of a range of Cells 

To find the average value of a range of cells type the = symbol then click on AVERAGE in 
the Name Box: 


iDi 

0 



SUM 


MIN 


MAX 



You’ll see the AVERAGE function appear in the cell .;=*™*'^Eft"tselect the range of cells 
you want. This is done by clicking and holding the mouse button in the first cell of the 
range then dragging the mouse down to the end of the range. 

Secorri Argt^rjent E 



Note you can type the range in the format FIRST CELL: LAST CELL too. 
Then press enter. 


Finding the Minimum Value or a range of Cells 


Finding the minimum value (i.e. lowest value) from a range of cells can be done with the 


MIN function. Type = as normal, then in the Name Box select 
the MIN function appear in the cell: 



You’ll see 


= MIN0 


IMt'SV ^ Vh 1X •» -i i' -li 

SecoffS Arajment I 


Select the range in the normal way: 

































When you press ENTER, LibreOffice will select the mi nimum number from the range of 
cells. 

Finding the Maximum Value of a range of Cells 


This is done with the MAX function. Type = and then select 
Box. You can then select the range of cells: 


MAX 0 


in the Name 









4R x1Ct 




One thing that I may not have made clear so far is that a range of cells can include more 
than one column: 


Second ArgL:ment 

1 

3 


3 


3 

4R xZC\ 

3 _ K 




To be honest I don’t normally use this functionality but it is there. 


Combining functions 

Say you want to find the proportion of the contribution of the LOWEST value in a list to 
the TOTAL VALUE (not something that you’ll probably need to do often, but it might 
come in useful in some forms of statistical analysis). 

You can combine functions together using mathematical operators in an intuitive way: 

=MJ N^C2:C5}/SLF1^(;C2 :C5) 


IF function - A basic Conditional Function 


As we’ll see later in the book, LibreOffice Calc offers lots of basic logical functions that 
allow you a fine control over how the program runs. But one of the most common 
functions that you’ll use is the IF function. 

So... let’s go back a bit. What’s a logical function? 

Well, Computing is generally largely based statements like: 

IF something is true AND something else is true THEN do something. 

So, IF you’re hungry AND there is cake THEN you should eat cake. 

OR IF you’re hungry OR you’re thirsty THEN you should go to the kitchen. 

Obviously, that’s a real world example of an IF statement. In LibreOffice Calc there are a 
whole lot of these logical functions - or functions that work on BOOLEAN values. A 
BOOLEAN value is a value that’s either TRUE or FALSE. 


The most commonly used Logical Function is probably the IF function. And you can 
access it from the Name Box in the same way as SUM, AVERAGE, MIN and MAX by 


typing = and then selecting 



from the Name Box. 


The structure of the IF formula is 























IF (CONDITION, THEN_VALUE, OTHERWISE_VALUE) 

CONDITION is the test that is going to be performed. LibreOffice Calc will do a logical 
calculation that will produced a true or false value. If the CONDITION is true then the 
result of the IF statement will be THEN_VALUE, otherwise it will be 
OTHERWISE_VALUE. 

Here is an example of the structure in action. IF cell A2 is equal to 2 then the output for 
the formula is 1, otherwise it is 3. 




= IF[AZ=2,"1","3"5 


Would produce the following results: 



A 


[ 

1 




2 

1 

'i 

1 iFUhKTIOM =IRA2^.'’r."3r^: 

1 




B 

C 


1 



i : 


Z 

4 

1 

iFUr^lON =rRi^.T\''3r^: i 

5". 







There are several other similar operators such as less than < (A2<3 is true when cell A2 is 
less than 3), LESS THAN or EQUAL TO <= (a3<=3 is true when cell A3 is no larger 
than 3), greater than > (A3>4 is true when A3 is larger than 4), GREATER THAN OR 
EQUAL TO >= (A4 >= 4 is true when cell A4 is 4 or larger) and NOT EQUAL <> 
(A4<>2 is true when A4 does not contain 2). 


Note that the results don’t have to be numbers, you can also use text as the value result, or 
even a formula. 


^ X ^ 


= IF(AZ>=0,SQRT(AZ]/'ErrDr: Can't square root a negative number") 


The above example uses the SQUARE ROOT formula. If the cell A2 is a positive number 
it performs a square root, if it’s not a positive number it produces an error message. 

We’II describe more logical functions later in the chapter. 

There are a number of places we use conditional operators. We can for example format a 
cell based on a conditional formula. I’ll describe how to do this later on. 




































Types of Function 

LibreOffice provides a lot of different types of functions. So far we’ve concentrated on 
basic mathematical functions. But LibreOffice also provides: 


• Database Functions 

• Date And Time Functions 

• Financial 

• Information 

• Logical 

• Mathematical 

• Array 

• Statistical 

• Spreadsheet and 

• Text functions. 

In addition there is the ability to add functions by programming them - which is beyond 
the scope of this book but something that you might be interested in learning about later. 



Function Wizard 


So far we’ve used the basic formulas available within the NAME BOX, and we’ve also 
typed in a few other basic calculations. But LibreOffice Calc has a huge range of formulas 
to choose from. Almost any mathematical function you’re likely to use is available. 

And since no one could remember all the formulas that are available there is a Function 
Wizard that helps you to find and use the formula that you might need. 

To open the Function Wizard click on ^ in the function toolbar. The Function wizard will 
open. There is a long list of functions available, so it’s important to narrow them down. 
Click on the Category box to produce a list of Categories for functions that you might use: 


Category 



Database 

Date&Time 

Financial 

Information 

Logical 

Mathematical 

Array 

Note that when you select one such as Date&Time the function list will contain only 
functions of that type: 

Fui^ion 


iTE 


DATED IF ^ 

DATEVALUE 

DAY 

DAYS 

DAYS3&0 

Double clicking on one of the functions will add it to the Formula window: 

Formula 

Ieastersunday® 

Once you’ve selected a function you see the name and the current result of the function. If 
you see an Err it means that there’s something wrong with the result. In this case it’s 
because we haven’t given the formula any input. 

EASTERSU N DAY Fu n cti on resu It | Err; 511 

Below the function is a name is a short description of the Function and its’ parameters: 

year [required] 

An integer in the range 1583-to 9956, or 0 to 99 [T9 kk or ZQkx depending on 
the notion 

And below that is a list of parameters that you can enter: 


year 





Note that you have the parameter name, then a function icon 


, then a text box 

























, and then a shrink buttoni—I. 


The simplest thing to do is type whatever the parameter value is in the text box: 


year 




l015 


You see the result of the parameter you’ve entered in the function result at the top of the 
screen: 


Function result |05/04/15 

There are two other ways to give the cell a parameter, however. You can use a reference to 


a cell first of all. For example, click and the function wizard shrinks down: 



FunctiOB Wizand - EA^TERSUNDA^yeaf J ■ 






Click on a cell and the parameter that you’re entering will reference the cell. For example 
if I click on the following cell it gets a blue highlight around it: 



A 

B 


D 


1 


i 1 

1 1 

!. 

z 

-2! 

•FUhtCTIOM =IFiA2=2,"r."3r}: 

_1 



1 


l\ 1 


And the parameter changes to the cell in the function wizard. 



When you’ve selected the cell that you want to reference, you can make the function 
wizard larger by clicking the Shrink button agair 


Finally, we can use the output of a formula as the input value for a parameter by clicking 
. You’ll then be able to click on another function such as!L1 ^ —1 

Formula Result |Err511 


on 




= EASTERSUNDAYCYEAR(8}) 

And you can keep on nesting the formula in the parameter, for example clicking on 


It’s a bit hard to explain it in words but once you try it yourself it’s pretty easy to use this 
functionality to make some quite complicated nested formula: 


Formula 


= EASTERSUNDAYfYEARdSS®) 

Which produced the following result at the time I wrote this book: 

Function result j05/04/1 5 


One thing to note is that as you’re building nested functions it’s possible to have a 



















































function where you haven’t completed all the parameters. You can see the parameters of a 
function by clicking on the function name in the function window: 

Formula 

=eastersundav(vear(n4vo55 

Will show the parameters for the function NOW: 

NOW Function result j06/01/15 13:45 

Determines the current time of the computer. 


(There aren’t any) but if you click on EASTERSUNDAY: 

Formula 

:=EASTERSU(MDAV(VEAR(NaW055 

You’ll see the parameters that you’ve entered for that function: 

EASTERSU N DAV Fu n cti on resu It jo5/04/1 5 

Calculates the date of Easter Sunday in a given year. 


year (required] 


An integer in the range 1SS3 to 9956, or 0 to 99 (19 kk or ZQxx depending on 
the option set]. 


year 



YEAR(NaW0] 



It’s worth trying this out when you’re not actually editing an important spreadsheet to get 
the hang of it. Realistically, the Function Wizard is worth its weight in gold because it’s 
impossible to remember the parameters of every function that you might need to use at 
some point. 











Date And Time Functions 


Date and Time are stored in LibreOffice as special types of numbers which are then 
converted on the fly to read (to a human) like a date. We’ve already seen how to format a 
cell to show a date in different formats. 


To illustrate, say we take the following cell- 


1000 ' 


, right click on it and 


Format Celk... 


Select I 


and then _ yye see the content of the cell change to a date 


It’s not an obvious feature of LibreOffice Calc (well, except to a computer scientist!) but it 
means that you can use mathematics with dates. 


For example. 


-would produce the following result: 



Which is kind of useful when you think about it. LibreOffice does these kind of 
calculations in the background allowing you to add and subtract days from date fields. 
Time values are also stored as numbers so you can use similar mathematical operations on 
them. 


You can use this to do other interesting things. For example, to calculate the number of 
days between two dates: 

=DATEa999,12,105-DATEa®3,11,15 

(DATE is a function with parameters (YEAR, MONTH, DAY) so this is 10/12/1999 - 
1/11/1999.) 

Once you understand that date and time functions are actually mathematical in nature it 
becomes a little easier to see how they combine together. 

You can see a list of current DATE and TIME functions at 
https://help.1ibreoffice.org/Calc/Date and Time Functions 

There are some commonly useful functions however: 

DATE (YEAR,MONTH,DAY) - returns a date. 

=DATE(Z013,1,2] produces the result : | 

DATEVALUE(TEXT) - returns the internal number value for a particular date. 


IzDATEVALUElHlB^ Produces 


Function result 41579 


Note that there are quite a few functions that take the internal integer value of a date. For 
example, DAY(NUMBER) which returns the day number of a particular date. 

;= DAY(DATEVALUE("1/1i'2013"]:! produCeS 

So far we’ve just used DATE values. But LibreOffice Calc can also handle Time values 
such as: 





























And Date and Time values such as: 


QB:24 :Q Q| 


3La2^ C<B:32 


If you use a formula that is based on just date values such as on a cell that 


Formula 


contains both date and time the time section of the cell will be ignored where cell 

has the following . 


3La2^ C<8:32 


G14 contains 

Similarly, when using a time function on a field containing date and time LibreOffice calc 
will normally disregard the date. For example with the function HOUR (Number) which 

takes a internal time number and returns the hour of the day the function =HauR[0E) 

will show . 


The Function Wizard and help documentation is very useful for finding the correct 
function for the purpose that you need. 

















Text Functions 


So far we’ve worked with some basic numerical functions and date functions, but we’ve 
also worked with text a lot. And just like other basic data types - such as Dates&Time - 
LibreOffice provides you with a lot of functions that can do things like: 


• Change the case of some text 

• Convert a number or other data type to text 

• Find text strings in text and so on. 


To work with text functions open the function wizard by clicking on ^ and then choose 

from the category list. 


There are some notable functions available in the list. For example, TRIM (Text) takes 
some text and removes any white space - leading or trailing spaces - from it. 

=TRIM(aS^aSSS} produces 


Another interesting function is UPPER (Text) which takes some text and makes it upper 
case. For example produces I lower case text 

The opposite of UPPER is LOWER (Text) which works as you’d expect: 

= LaWER("UpPERCA£E"] Pj-Qj^u^eS 


In addition to these functions there are others that can return a number of characters from 
the left or right of a string. For example RIGHT (Text, Number) takes some text and 
returns the rightmost Number characters from it: 

= RIGHT("This is some text",]] result _ 


You’ll often combine these functions together: 


:RiGHT(jRiM("This IS some text "],3]| Removes the trailing white space from the text: 


Function result ect 


You can also use text functions to combine text together. For example 
COCATENATE(Text, Text...) will join several text strings together: 


CONCATENATEC'this"," thatthe other"] produCeS |thisthat the other 

You’ll sometimes find yourself using COCATENATE with other functions and cell values: 


: CONCATENATE( DAY(c58]," of the month"] whlch reSUltS iu F 


In addition to formulas that convert text, there are several that can change its value. For 
example REPLACE (Text, Position, Length, New Text) which replaces Length number of 
characters at Position with New Text: 


= REPLiiCE("Thisandthat",^3,"hat"] QiveS the result 


Function result [That and that 












While I’ve given an overview of a few text functions there are many more to choose from. 
You can find out more about the functions available at 
https://help.libreoffice.org/Calc/Functions by Category#Text one section that you may be 
particularly interested in are the conversion functions which allow you to change text into 
numbers or other formats. 



Mathematical Functions 


As you’d expect from a Spreadsheet program, LibreOffice Calc provides a lot of 
functions. You can see the help files at 

https://help.libreoffice.org/Calc/Mathematical Functions but most of these functions work 
more or less as expected. For example, if you want to do a square root SQRT (number) 
takes a number and gives you its square root: 

=SQRTf4,51 results in Function result jzizi 3203436 ^ 


Similarly, if you want to round a number you can use ROUND (Number, Count) which 
rounds a number to the nearest Count places; 

= Round(5,5555,2] produCeS Function result [iise 

There are other functions provided to deal with things like tangents, degrees. Binary 
operations and so on. For example if you want to generate a random number you could use 
RANDQ to return a random number between 0.0 and 1.0 or RANDBETWEEN(Bottom, 
Top) which produces a random number between Bottom and Top: 

=RANDEE™EENaiool when I ran it produced '^“"‘“■■"'““'*1^. 

It’s possible to multiply numbers together with PRODUCT(Number, Number...) for 
example: 


=PR0DUCT(12,3A5] jjas the result . 

Most of the commonly used mathematical functions are available. 






Logical Functions 

We’ve already covered one of the main Logical Functions, the IF statement. But 
LibreOffice calc provides all the other standard Logical Functions such as AND, OR, 
NOT and so on. 


For Example AND(Logical Value, Logical Value...) ANDS all the logical values you 
specify together, so if they are all true it will return true: 

Function result IFALSE 

= AND (TRUE, FALSE, TRU El returns ' 


This may seem initially rather useless but if you combine it with the fact you can do 
conditions such as: 


^=AND(Dz> 2 ,Az<o]| v/Mch produccs unf^tion Starts to be useful. In this 

case, if D2 is greater than 2, and A2 is less than 0 it will return TRUE. If either of these 
conditions is false it will return FALSE. 


You can use the Logical functions with the IF function which we’ve already seen: 


= IF(AND(DZ>2,A2<0],"ln Range", "Out of Range"] 


Function result In Range 


OR (Logical Value, Logical Value...) returns true when any of its parameters are true: 

=oR(Az>o, Dz>oi returns |™e ^because while A2 contains -2, D2 is 4 and D2>0 is 

therefore TRUE. 


LibreOffice provides information on all the Logical Functions at 
https://help.libreoffice.org/Calc/Logical Functions 


Note though that logical functions are most powerful when used together. 







Financial Functions 


LibreOffice Calc provides a lot of functions that you can use when working on Financial 
Spreadsheets. For example you can use RATE to calculate the interest rate of an interest 
payment with a fixed number of payments, or RECEIVED to calculate the amount paid 
out as a maturity for a fully invested security. YIELD returns the yield on a security that 
pays a periodic amount of interest. 

COUPNUM provides the number of Coupons payable between the settlement and 
maturity dates. 

Most of these Financial Functions work precisely as you’d expect them to. You can find a 
complete list of them and the parameters that they take at 
https://help.libreoffice.org/Calc/Financial Functions Part One . You’ll see quite a lot of 
different functions so I hope you forgive me if I don’t try to cover every single one of 
them! 



Statistical Functions 


You can use the built-in Statistical Functions to do a wide range of analysis from fairly 
basic to much more advanced functions. For example, you can use AVERAGE to find the 
average of a range of cells: 


=average; 




S) 


produces 


Function result 02/01/13- 


because the range of cells are all dates. 
Note that with these formulas it’s not always obvious that you can include a range of cells 
into a number parameter as in the above example. It can be worth trying it out and seeing 
if it produces an error. 


You can find the absolute distribution of a sample from the mean using AVEDEV. For 
example with the following range: 


i=AVEDEV(E57;E59] 


Function result ]0.666666666? 

Produces 


There are other statistical functions that are useful when working with various types of 
distribution, averages, to find the distribution covariance. Basically all the standard 
statistical functions that you might want to use. You can find a list of the ones that you 
might need at https://help.libreoffice.org/Calc/Statistics Functions although I find that 
most of the functions are fairly obvious. 






Information Functions 


Unlike Statistical, Mathematical and Logical functions which all pretty much work in the 
way you’d expect from real world experience the Informational Functions are a bit more 
difficult to understand. That’s because these functions are primarily used to return 
information about particular cells in the database, or internal information such as errors 
and whether a cell contains a formula, text or a number. 


Say you want to know whether a cell that contains the text FUNCTipw=iHAs= 2 .’r,Ti: is text or not. 
You can use the informational function ISTEXT(Value) to find out whether the cell is text: 


_i£TEXT(cz]| produces result . There are similar functions for numbers 

(ISNUMBER (Value)) and for many other data types. 


One particularly useful informational function is IsBlank (Value) which returns true if the 
cell doesn’t contain anything: 

For example when run on the following blank cell ^ ^ the function =isBLANK(Ei9]|j,g|-yj,jjg 

Function result jTRUE 


There are also formulas that can tell you whether the cell contains an even number 
ISEVEN_ADD (Value), or whether the cell contains a formula ISFORMULA (Value) and 
many similar other features that can be very useful in some circumstances. 


You can even find out what function a cell contains 


example =formula(dz) returns 


Function result 


|=IFCAZ=Z,"1","3"5 


using FORMULA (Value) for 


I hope that this brief explanations is useful to you. Where most functions provided by 
LibreOffice Calc carry out operations that you’re familiar with - for example. If 
statements, mathematical or statistical analysis - the information functions provide you 
with information about the contents of a LibreOffice Spreadsheet. 


You can find a comprehensive list of these Information Functions at 
https://help.libreoffice.org/Calc/Information Functions . 








Array Functions 

It can be difficult to explain what an array is, although we’ve already come close to 
something very similar. For example when we do a sum on a range of cells: 





■ ^ 



2 



1 _ E 


=SLFKtMII 



We can think of the range L21:L23 as an Array. And array is a group of cells. It’s another 
word for a Range. In the following example I’ve selected the range 2Rx3C 


± 




1 ^ 


ZR C 


i 


Once you think of a Range, an Array makes a lot more sense. But here’s the thing... we’ve 
already used ranges in functions. The above example using Sum is just one occasion. So, 
what’s the different between a normal function and an Array function? An array function 
works on each cell in an array separately. For example, if you run SUMPRODUCT it will 
calculate the product of each cell in the array separately and then add them together. 


Array 


Functions 


at 


You can find out more about 
https://help.libreoffice.org/Calc/Array Functions . 

Note that when you want to return an array you need to click Oferray qjj bottom left 
hand of the function wizard even when working with array functions. 












Database Functions 


Most of the Database Functions in LibreOffice Calc deal with ranges of cells. For example 
DAVERAGE returns the average value of cells in a range which match some search 
criteria, DCOUNT counts all the items in a range that match a search criteria, DSUM adds 
all the cells in a range that match some search criteria. 

You can find out more about Database functions at 
https://help.libreoffice.org/Calc/Database Functions 



Spreadsheet Functions 

The Spreadsheet functions contain a number of fairly miscellaneous functions such as 
ones that deal with pivot tables, find out the column or Row of a cell, find out what sheet a 
cell belongs to, and add hyperlinks to the worksheet. 

For example =HYPERLlNK(“http://www.example.org”;“Click here”) will display Click 
Here in a cell and open example.org when you click it. 

There are also functions that allow you to choose specific index items in a list, or get a text 
string back for the name of a particular cell. 

These aren’t, in the main, functions that are used very often but they’re useful when you 
need them. You can find out the syntax of these functions at 
https ://help .libreoffice. org/C alc/Spreadsheet Functions . 



Next Chapter 

In this chapter I’ve shown you how to use the Function Wizard and I’ve also described 
some commonly used functions. Obviously, there are hundreds of functions that you can 
use within LibreOffice Calc for all kinds of purposes so I haven’t specified the parameters 
of every function that you might use. But I hope that I’ve taught you enough so you can 
find the function that you need for any purpose that you might have. 

In the next chapter I’m going to describe how to improve the look of your spreadsheet. 


Chapter Four - Improving the look of the Spreadsheet 

So far I’ve shown you some basics about how to enter data, how to do formulas and 
calculations as well as insert and delete rows. This chapter will show you how to change 
the appearance of cells, control styles, and insert images. 

It’s hopefully a bit of a relief after the heavier number crunching we did in the last chapter. 

Obviously it’s quite nice to be able to make sure that the appearance of your spreadsheet is 
professional. 


Controlling the Appearance of Text 

One of the most basic things that you can do is change the appearance of text in particular 
cells. You can change the Font, Font Size, Text Alignment and colour. This can radically 
alter the appearance of the document without huge amounts of work. 

Most of these options are available from the Text Toolbar: 

liberation Sans v; 10 v A [^(^IMIIh tJ liil ’ ' |LL1| 


When using this toolbar make sure that you click into the cell whose text you want to 
change. If you highlight a particular word you can change the font only for the selection of 
text that you highlight. 



Whereas if you only select a particular cell ALL of the content will be changed. 


Changing the Font 


Next to the styles and formatting button Ll5J is the Font Name combo box 


Liberation Sans 


Click on the down arrow to see a list of fonts that you’ve currently installed on the system: 


Accord Heavy S 


Accord Beavy SF 


LifeBT 


Accord Heavy SF 
Accord SF 
Adamsky SF 

Ack^bc Ai abiij 


4^ jS- 4j 


Note that the first few items are fonts that you’ve used recently, which are separated by a 
line from an alphabetical list of all the fonts that you have on your system. 


Clicking on a font will change the selection (either the cell or part of the cell) to the font 
that you’ve chosen. 


Note that next to the font name combo is the font size combo box 
on the down arrow you’ll see a list of standard font sizes: 


10 



When you click 


You can also type a specific font size into the box although I don’t tend to do that myself 
personally. I think that the standard font sizes make the document appear to be more 
consistent. 


























Bold, Italics and Underline 


The next set of options are Bold (or Emphasis)^, Italics^ , and underline^ . If you 
select a cell or part of the content of a cell and then click on one of these icons you’ll get 
the appropriate text effect. I.e. click on underline: 



Note that it can be difficult to see these effects if the text size is too small. A larger font 
size can make it easier to see: 


-1- 

.4o.oc%|.. 


Changing Text Alignment 

Text Alignment controls where you want the text to go. AS A RULE I DON’T 
RECOMMEND CHANGING TEXT ALIGNMENT. The reason for this is that 
spreadsheets align text in a standard way, i.e. numbers on one side of the cell and text on 
the other: 


Gross Profit 




Which makes it instantly easy to see what type the content of a cell is. But you CAN select 

no align it Centre: 


a cell and then hit 


iEL.aK. QCO 




to align the text left:'' £4w.ooc. Or 


El.OCO.CiPCi 
£4jCO.OCO 


to Align it right ^or '—'to justify it. 


Again I don’t normally recommend using these functions but they ARE available if you 
need them. 


Changing Text Colour 

W\ - 

If you select the down arrow next to the background colour button you can choose a 
background colour for the cell from the list of colours: 


m - 


Background 


iNo Fill 

_1 

■□□□apaMna 

□■■■■ 

iMGaaoB 

□■aag 



unriQBaQ 




When you click on a colour you’ll see the background of the cell change: 




■jm.ood 40.ocwii 

! 




Click on the down arrow next to the Font Colour button ’ to show a list of colours for 
fonts. Click on one to change the font colour. 


3.™ 


3^i; 7' . 





























Number Format 


We’ve already seen how to format a number using the right mouse button. But if you click 

on """" the currently selected cell will become a percentage. And if you click on it will 
become a currency cell. You can still use the right mouse button if you want more control 
over the exact format of the cell. 

Add and Remove Decimal Place from Number 


In addition you can reduce by 1 the number of decimal places that LibreOffice shows for a 
cell by clicking "" and increase it by clicking on . 


Take this cell-^—--^-if we select it and click "" twice it will show 4 -but if we click 


we will see the extra decimal place-1-^—. When we hide a decimal place 

LibreOffice Calc will round up or down the visible number BUT the number is still stored 
as the cell value. You don’t actually lose data by altering the cell format. 


Hiding Grid lines. 


By default LibreOffice Calc shows lines around every cell. These are called Grid Lines. If 


you click on 



you’ll hide these lines. 


TutonaJ Example Profit and Loss 


Tofta^ Revem;® 

of Goods So^ 
Gross Proft 


il.COQ.COO 
£4CpCi.00G^E^^^ 
tGW.OW.W &Li.C« 


Expense& 

D:rector Salary £ 24,COD 

Acco'i^nftirK? arird L&:^"£ SCi.COO 

Po&ta- ' ' £ U.COC' 

Aovert^sing £ IW.COO 

Deprecafon £ BS.CpDO 

Tranmg £ 45,000 


1.-556 

[ 


You’ll often use this when you’ve finished editing a document. Click ^ again to turn the 
grid lines back on. 

Indent and Decrease Indent For Cell 


You can think of an indent as a little like what happens when you press the Tab key. There 
is a difference though because when you use tab you add an invisible character to the cell. 
Indent doesn’t actually affect the value you’re storing in the cell so it’s less liable to cause 
errors when you export the worksheet to a different format. 

To increase the indent select a cell then clickl^. 


Opsts of Goops 



Do decrease the indent select the cell then click S ? 


Giving Cells Borders 


Sometimes you may want to give a cell or a group of cells a border. The effect of doing 


this becomes most obvious when you turn off the grid by clicking 



First select the cells whose border you want to change: 



















frufpr/aJ Exahwie Profit and Loss 

Tota' ReverVuJS £1.0CO.(XK' 

Costs of GooSs So^ £4CiC'.00C': r. . . _ * 


Then click the down arrow next to cell borders® You’ll see a range of graphical 
options: 



1 . 

Borders 

□ 

□ 

□ 

u 

n 

□ 

□ 

□ 

BiHlImllffll 


Click on the one that you want to use. 


for example O. 


You’ll see the border change around the cells you’ve selected to match the pattern that you 
chose. 


TLftpryai Example Profit and Loss 

Tota’ ReventJ? £L.COO.OCC' _ 

Costs of Gooc-s So ^ £4GC!. COO .■^ 


Inserting Special Characters and Typeset Characters 


Sometimes you might want to insert a special character such as a copyright symbol. To do 
this click on K special character... jjj ^-j^g jnseit Mcnu. You’ll see the Special Characters 
dialogue appear. You can choose the Font and the Subset of the font that you’re going to 
insert by clicking on the appropriate combo box. 


Font 


mm. 


Sublet Of 


Batic Latin 


For example if you select 
special symbol characters: 


Font 




then 


you 


will see 


a lot of 
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You can scroll down the page to select the character that you want. Note that each Font 
can have special characters that are unique to it so sometimes it’s just a matter of looking 
until you find the particular special character that you want. 


When you see the special character that’s ideal for your purpose double click on it to insert 
it into the cell. 


T 


The other set of special characters are typeset characters. For example, hyphens. If you 
hover your mouse pointer over Formatting Mark you’ll see the option to include a Non¬ 
breaking space, a Non-breaking hyphen or an Optional Hyphen. 
















































































Mark 


— 

Non-breaking space 

Non-breaking hyphen 
Optional hyphen 


Non-breaking characters (space and hyphen) are used when you want to keep words 
together when they would otherwise be split over several lines. They’re much more 
commonly used in word processing programs and similar than LibreOffice Calc but they 
are available if you need them. 


Changing Text Case 


Sometimes you may want to change the case of the text in a cell or range of cells. First 
select the text that you want to change. In this case I’m selecting all the values in a cell: 

other _ 


Then hover your mouse over Change Case in the Format menu: 


Change Caie 


tv 



Sentence case 

9 

Ehc 

lower-case 

ABC 

UPPER-CASE 


Capitalise Every Word 


tOGGLE CASE 


Most of these options are obvious. You can see a preview of what they do. For example 
toggle case makes every low case letter upper case and vice versa. This to tHIS for 
example. Upper-case makes every letter upper case This to THIS. 


It’s not something you use often but it’s useful to know about sometimes. 


Formatting Characters 


We’ve already dealt with formatting blocks of text above, but there are several more effect 
that you can get by highlighting the text that you want to change by clicking into the cell, 
then holding the mouse down at the end of the section and moving the mouse to the 
beginning: 



Then letting go of the mouse and clicking ^ character. 


in the Format Menu. 


The initial page will look very familiar giving you access to changing Font, Font Style and 
Size which you’ve learned how to do already. But if in the Tabs you select Font Effects you’ll 
see some extra features that you’re not familiar with: 

















Optk>ns 


Font colour 




pfel 

3 

Effects 



(Without] 


Relief 

(Without] 

V 


I I Outline 
I I Shadow 


Overlining 


Overline colour 

('A^ithout] 

V 

1 1 Automatic 

Strikethrough 



(\\^ithout] 

V 


Underlining 


Underline colour 

(\\''ithout] 

V i 


1 1 Automatic 


individual words 


Clicking into one of the effect live Overline will enable you to add various type of 
Overline Effects 



You’ll see a preview of this at the bottom of the screen. 


_this that or the-othier. 


Most of these effects are pretty obvious. An Overline goes above the text, strikethrough 
goes in the middle of the text, and Underline goes under the text. Outline produces a line 
drawing of the text: 


There are more options available by clicking on the Font Position you can make the text 
super type (like the th in 9'”) or subtype which is below the text. You can also resize the 
text or alter the spacing between different words. 





































Formatting Pages 

When we’re talking about formatting pages we’re talking about pages that could be 
printed out. So, when we click on i , k in the Format menu 

LibreOffice opens the Page Style window at the default page tab which allows you to 
change the format of the print out LibreOffice generates when you choose to print. 

Some of the changes you make with this option won’t be visible until you run a print 

preview. So, before worrying that your changes haven’t had an effect press ^ to make 
sure that you see how the document will really be printed. 

The first option you see is the Paper Format option which allows you to choose a standard 
size like A4 or a custom paper size using width and height. 


Paper format 



Format: 

A4 

V 

Width: 

21.00cm ^ 


t^eight; 

20.70cm 



The default margins vary depending on paper format, but you can also change them 
manually. Think of the margins as the white space at the top, left and right hand side of the 
paper. It’s used so that you can handle the paper without smudging the writing, or write 
notes on the edge of the paper. 


I^argins 

Left: 

Right: 

Top: 

Bottom: 


2.00cm 
2,00cm in 
2.00cm 
2.00cm 


You can also choose whether to print in “Book” format with Right and Left pages, or only 
right or only left or mirrored. 


Page layout 


Right and left 




The Format option controls how LibreOffice Calc numbers each page. The standard 
format is page 1, 2, 3 etc. but there are other Formats to choose from. These often show up 
when you want to change the header or footer. 


Format 



Changing Page Borders 

You can switch onto the borders tab by clickingBorders. 

The most common way of choosing the line arrangements around the page is using first 
command you see. Click on the one that has the format that you want. Probably the most 

common is Owhich surrounds the entire page with a border. 







































Line arrangement 


Default 


□ □ LI □ □ 


You can also choose the style of the line around the page, and the width etc. of the line. 
These options are quite self-explanatory. 

Background Colour or Background Image 


While this is an option it’s not one that I think many people use. But you can add a 
background colour to the page by clicking onto the background tab. Make sure the as box is 


set as following 


As 



and choose a colour. 


Using a background Image - which can be thought of as a watermark - is probably more 
common. Set the As box by clicking on it to Graphic 



Click on 


Browse... 


to show a Find Graphics dialogue which works like an Open dialogue. 


Chose the picture that you want, and you’ll see it appear in the preview window. 



Note that you can choose the position by clicking on Position ^^d then one of the options 
on the position options box on the right: 



In the above case it will position the image right in the centre. The image will only be 
displayed once. You can make the image stretch to cover the entire worksheet by selecting 
<1^ (Areal or make it repeat itself so it covers the entire document by selecting ® . 

When you add a graphic to the page you won’t see it when you’re editing. But if you do a 

























print preview ^ you’ll see it appear then. 


Inserting a Header or a Footer 

A header is the text at the top of the printed page. You can change is by clicking on Header. 
A footer is at the bottom of the page, click Footer to edit it. 


You’ll see a lot of options that allow you to change the size and position of the header or 
footer. There is also a 


More... 


button that allows you to change its colour, and a 

button that allows you to change the text. Probably the main thing that you 
will do his hit the Edit button. This opens the Header or Footer dialogue. 


Edit,, 


When you do this you’ll see a combination of three boxes one of which has the name of 
the spreadsheet by default. 

Left area Centre area Right area 

I I jProfit and Loss | | | 

The left area box contains text that will appear in the left hand side of the header or footer. 
The Centre area contains the text that will appear in the middle, and the right area... well, 
you get the idea. 


Type text into any of these three boxes to make the text appear in the header or footer. 


Below these boxes are some automatically generated fields. 


If you click on one of these buttons you’ll see a text field appear that corresponds to the 
button name (hover the mouse over a button to see the name of the command) 




0 



Clicking on the above button will therefore add the Date to the area of the header or footer 
you’re entering text into: 


Left area 


Centre area 


Right area 


Profit and Lc^ 




One exception is the text attribute button 
appearance of the text. 



which allows 


you 


to change the 


Sheet Options 

In the Page formatting dialogue you can choose sheet options by clicking on the ^^eet tab. 
Note that Sheet Options control how worksheets are printed or displayed. 

The First set of options allows you to change the first page number (i.e. make the sheet 
start from page 0 or 8 or whatever) and which order sheets are printed in (left to right or 

































top to bottom) with a handy preview that shows you how the sheets will be printed. 


Page order 

O Left to right, then down 
0 FirE-t gage number: 1 


The next item determines what you’re going to print. For example you can choose to print 
column and row headers, or Formulae. 



Print 

I I Column and row headers 
I I Grid 
I I Comments 
0 Objects/Image 


0 Charts 
0 Drawing objects 
I I Formulae 
0 Zero values 


Finally you can choose not to scale the worksheet to reduce paper consumption. This 
option is most useful when you find the worksheet is difficult to read when you print it 
out. 


Scale 

Scaling mode: 


Reduce-^'enlarge printout 


Scaling factor: 



100 % 










































Modifying Styles 

So far in this chapter I’ve shown you ways to change the appearance of cells on an 
individual basis, and in an earlier tutorial I showed you how to change them based on 
styles. But what I didn’t show you was how to change or add new styles to the worksheet. 


For example, say you wanted to create a new Percent style that you use when displaying 
percent. 

To make such a style first format the cell how you want to, using any of the options (i.e. 
font size, colour etc.) that we’ve already discussed. 


I might choose to change the font, increase its size, and add bold: 


Liberation Serif 


13 



Make sure that the styles and formatting dockable window is on the left hand side of the 
screen. If necessary click on ® in the toolbar to toggle it on. 


iri 


□ 


S Heading 

PivotTable Corner 
Pivot Table Value 
S Result 


Click on the New Style from Selection ’^^and type in a name: 

Style nasme 

I Percent | 

Press enter. You’ll see the new style appear in the style and formatting window. 

□ Default 
0 Heading 

PivotTable Corner 
Pivot Table Value 
0 Result 


You can modify a style by clicking onto a cell of that style, ™ ^v^hich will result on 

the style name being highlighted in the style and formatting window (see example above 
for Percentage), changing the formatting for the cell for example by making it larger: 



And then clicking the update style icon™. All the other cells with that style will change to 
match the new choices you’ve made. 






















Images and Movies 

One of the most common ways to improve a document is to include images in it. We’ve 
already seen the ability to include watermarks in a document but it’s possible to add 
pictures and gifs to a worksheet and the move them around in order to improve the 
document. For example, including company logos or pictures of chairman addressing his 
loyal supporters - ok, maybe not the latter but it’s pretty obvious what you can use these 
functions for. 

In the same way that you can insert an image you can also insert a movie which someone 
looking at the spreadsheet through a screen or projector can play. 

Inserting an Image 

Hover your mouse over Image in the Insert menu and click From File. 


image 

► 

(HI From File... 


0 Fontwork Gallery... 


You’ll see an Insert Image dialogue which works like a File Open dialogue. Go to the 
correct directory 

^ « Google Drive ► Tom ► NEA 


And then double click on the image you want to insert. You’ll see the image appear in the 
worksheet. 



Sound or Movie 


Click on ^ " 1 ^ you’ll see an Insert Movie and Sound dialogue which 
works the same way as an Open File dialogue. Double click on the sound or movie that 
you want to play. You’ll see the Movie or Sound appear in the worksheet like an Image: 

For example if you insert a sound you’ll see the following image appear: 



































When you click onto it you’ll see that at the bottom of the page you see the Play Movie or 
Sound toolbar. 


Igg b- DD 



00 : 00:00 / 00 : 00:10 


i<jg| 


V 


These options work as you’d expect. For example, click on ^ to play the sound, or use 
the slider to move forwards and backwards in the sound. 

Note that Movies, Images and Sound are all objects. You can carry out some operations on 
them such as moving them around in the worksheet in the same way. 

Moving an object 


To move an object click and hold on the object then drag it to wherever in the worksheet 
you want it to appear. Note that while you’re moving it a “shadow” will show you exactly 
where you’re moving it to. When you let go the object will move to wherever you put the 
mouse. 



Resizing an object 

Click on an object to select it and you’ll see a border with green squares appear. Click and 
hold on one of the green rectangles and move the mouse towards the centre of the image 
to make it smaller, and away to make it larger. 

If you make it larger you might find that the image becomes pixilated - or in other words 
blocky - because the computer program doesn’t have any more information to display the 
image. It shows the same amount of information over a larger area. 



Note that if you use the rectangles in the corner you move both sides, if you use the 
rectangle in the middle of an image you move only the side that the image is on. 

Anchoring an object 

You can think of an anchor for an object like a reference point that the object will remain 
the same distance from. So, in other words, when the anchor moves so will the object. You 





















can move the position of the object relative to the anchor manually but when the reference 
point moves so will the object. 

By default LibreOffice anchors an object on the page. This means that it stays at the same 
place in the page even if you insert or delete cells above or below it. 

If you want to change this to anchor to a particular cell first select the cell, then right click 
on the object and hover your mouse over Anchor then select To Cell 



Anchor ^ 

R 

To Page 




l^Cell 




Now the image is anchored to the cell you selected. If you were to insert a row below the 
cell so that your anchor cell doesn’t move the image will remain in the same place. If you 
insert a row above the cell the object will move with the anchor cell. 

In other words, LibreOffice Calc will retain the position of the image relative to the anchor 
cell automatically when you move the cell. 

Grouping objects 

You can sometimes get to the point that you have a lot of object in your document and you 
want to combine them together so that they don’t end up getting split up. You can group 
objects together (so LibreOffice treats them as all the same object). 

TO group images together select both images. You do this by clicking on one image, then 
hold the shift key down and clicking on the second image. Note both objects will get a 
blue border around them. 



Keep on holding the shift key and clicking until you’ve selected all the objects that you 
want to include in the group. Let go of the shift key when you’ve finished selecting all the 
images or objects you want to group together. Then right click on one of the objects and 
hover your mouse over Group. Click on it. 


! 

Group ^ 

\m 

J^FOUp 


You’ll now be able to resize, move and so on the group as if it were a single object. If you 
right click on the Group and then select Ungroup LibreOffice will treat the objects as 
separate items again. If you use Edit Group you’ll be able to change individual objects in 
the group but the group itself will remain. 

Group _ 1^ ^ *^0 Ungroup 

Edit Group 































When you’ve finished editing the group you would right click on an object in the group, 
and then select Exit Group: 


Group 




Group 











Merging Cells 


Merging cells means combing them together into one cell. For example, if you have the 
following two cells: 



Select them both, then go to Merge Cells: 


Merge Cells ^ 

^ Merge and Centre Cells 


^ Merge Cells w 

1—1 ' ^ 

1 1 Split Ceils 


You will see a message that asks if you want to add the content of the second to the first 
cell. Click Yes if you want to keep it, or no if you don’t. 



Note that when you merge a cell the one that “disappears” remains part of the spreadsheet, 
it’s just hidden as below: 



You’re not actually deleting it you’re just hiding it. The value in the cell will remain. If 
you were to right click on the cell and select 


Split Cells... 


-N- 


the old cell would 


reappear including the value even if we change the value in the merged cell: 



i ! 

1 


ntefqed ce^ 



1 - 



When we click on split cells becomes: 


iriHt j 


Merging a cell is most often used cosmetically to make the appearance of a spreadsheet 
look better, for example by making a large “title” cell. 


















































Changing the Appearance of Cells Based on their Content 

There are a lot of options to control the appearance of a cell based on its content. Select 
the cell or range of cells where you want to apply the conditional formatting and then 
select the option that you want. 

CondrtiDnfll Formattinjt ^ [ ^Dndihon... 

^ Colourjiflie... 

kuri Set... 

Date.-h 

Manage... 

1 tend to find that it’s best to just set a condition for the cell and not try to use the other 
functions. When you select the condition you’ll be able to specify whether your condition 
is true for all cells, just checks against the value of each cell, uses a Logical Formula or is 
based on the date. 


Ml Cells 


Ce[f,va[ue is 


Formula is 
Date is 




1 tend to select Cell Value is most often, since this is checking against the value of each 
cell in the range that you’ve selected. Then you can choose the basic comparison. For 
example. Equal to, less than etc.: 


less than 

greater than 

less than or equal to 

greater than or equal to 

not equal to 

between 

not between v 



And add the value into the final box. For example, the formatting you select will apply in 
this case if the value is less than or equal to 4. 


Condition 1 


Cell value is 




21 le^^than or equal to 4| 


The final step is to select what style will apply to the cell if the condition is matched. 


Apply Style 


B 

efautt 

3! 

Defau[t 



Heading 

Headingl 

Percent 

PivotTable Corner 
Pivot Table Value 
Result 
ResultZ 


Add 


Note that you can have more than one condition for the cell if you click 






























Where two conditions are matched the last style will be the one that is applied to the cell. 


Condition 1 


Cell valije ij<= 4 


Condition 2 


Cell viliit is 


greatef than 


Apply Style 


You can edit a condition by clicking on it. You can also remove the condition you’re 


currently editing by clicking on 
some of the advanced 


Remove 


You can find out some more details about 
features like colour scales on 


https://help.libreoffice.org/Calc/Conditional Formatting 

























Themes 


Themes are a facility that LibreOffice Calc has that changes the appearance of a worksheet 
to match some predesigned look. To use themes you’ll have to use the View menu to add a 
new toolbar. LibreOffice Calc has a lot of toolbars that can allow you to do all sorts of 
things. Many, like the Tools and the Draw toolbar are hidden because they’re not 
frequently used. But when you need them knowing that they are there comes in handy! 

In the View menu hover your mouse over toolbars. You’ll see a list of toolbars that you 
can use in the program. Many of them you’ll already have seen. If you click on 
N I you’ll see a new toolbar. 

This is the Tools Toolbar: 

Tools X 

S - 0 - - © - n ^ ! V i H - 


One of the options in the Tools toolbar is themes ^. Click on it. You’ll see the Themes 


dialogue, 



Double click on one of the options to use one of the predefined themes. Some of them are 
quite subtle, but others are quite garish or obvious. You’ll have to try them out to see if 
there are ones that you like. For example, will make your 

spreadsheet look very old fashioned: 
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Warning: when you change the theme of a spreadsheet, LibreOffice Calc doesn’t offer an 
undo facility. 




















Draw Toolbar 


Sometimes you may want to add squares, rectangles or other shapes to a spreadsheet. 
While I don’t do it often there are two main ways to get shapes that you want into the 
document. The first is to insert an image. The problem with this is that it will go on top of 
your spreadsheet hiding any of the cells beneath the image. 


But LibreOffice offers a solution. The draw toolbar. In the View menu hover your mouse 
over toolbars. Click on 


Drawing 




to show the Draw Toolbar at the bottom 


of the screen. 




/ iE]@VT© Q 


Most of these options are obvious. For example if you want to draw a rectangle click on 

Then go to the place on the image where you want to draw the shape, click and hold the 
mouse button and move to the opposite corner. 



But we’ve still got a shape that goes “on top” of the cells beneath. You can select an object 

by clicking on and then change the background colour to None in order to make it see 
through. 



Colour U 
Gradient 
Hatching 
Bitmap 

Note that the image is still on top of your cells. 


r 

ft"- 


1 

^ ... --Kft- 

! .1 

l-.-. L-r 









— 




_ ■] 


— 

1 


'rtoiffs Worker i 

:x 

s 

Toti Wage 


3- ; 

4 

*.. J? 

i .^3 

r' . M. 1 

3 


! 

T 

; e 


! 76 






i 0 

269? 



" i 



i ” ' 'i 



~7j 

E 


r- 


i-^ 

L 


An alternative is to right click on the shape then hover your mouse over arrange and click 


To Background 


which will sent the image to the background, i.e. behind the cells. 
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Note that if you choose this option the cell lines will show up while you’re editing the 
worksheet, but are generally invisible when you go to print it out. 

There are a lot of other shapes to choose from including 3d shapes, lines, and text. In 
general these functions work the way that you would expect but it’s worth trying them out 
to see if they improve the look of your spreadsheet. 



Next Chapter 

In this chapter I’ve described a lot of ways to improve the look of the spreadsheet. 
In the next chapter I’ll describe more about how to analyse Data. 


Chapter Five - Data, Charts and other Functions 
More on Charts 


We’ve already covered the basic steps to creating charts earlier in the book, but in this 
section we’re going to go into a little more detail. First, highlight the cells that you want to 
include in the table. For example with the following table: 


-^^^- 


Emdlovee H-tours Work&3 Kwrv Waoie Tota,' Waoe 

4' L2 6.5 12 

— 

1 

8E 3.5 7^ 


2 

34. S.5 289 



1 1 



We might want a graph of employee vs Total Wage. You select ranges that aren’t adjacent 
by selecting the first column as normal, then adding to the selection by holding down the 
Ctrl button on the keyboard at the same time as you use the left mouse button and the 
mouse to select extra cells. 
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Once you’re happy with your selection press the Chart button * located in the toolbar. 
You’ll see the Chart Wizard. 

The first task is to choose the type of chart that you want. In this case. I’m going to go for 
a column chart. 



Looking at the graphic you can see what the type of chart looks like. Many of these chart 
types you’ll have come across on a fairly regular basis although some - like Net charts - 
are not used nearly so frequently. 


Some of the options in the Chart wizard are simply aesthetic. You can for example choose 

□ 3-D Look 


to give the chart a 3-D effect. 


Reali^ic 


And if you choose a 3d effect 


you can also choose what kind of 3d shape the chart should take on. For example you can 
choose a cylinder shape. 






































Tor^E 


When looking at the above chart preview you can see that it’s subtly wrong - don’t worry, 
using the wrong series is fairly common event and I’ll show you how to fix it later! What 
we’re doing at this stage is simply choosing the chart and appearance. 


Click 


Next >> 


to go 


onto the next task. 


Data Range 


The first option is the Data range option. Note that this can look intimidating: 


Data range 


S'Profitand LoK'.SHS12;SHS15,S'Profit and Loss'.SKS12;SKS15 


The first section is the worksheet name followed by a dot and the range. Notice that the $ 
symbols are part of the format for the cell range which is H12:H15 in this case. After 
you’ve defined this range there is a comma and the second range. 


While you can define this range by typing it in the proper format if you shrink the 


dialogue using I—I you can change the range with the mouse in the normal way. 


The next option is to choose whether to use data series in columns or rows. 


O Data series in rows 
(•) Data series in columns 


In our case we’re using data in columns. An example of data in rows could be 
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Note that we can see the preview in the spreadsheet already. And it doesn’t look right as 
I’ve already explained. The Employee should be a label on the graph and we’ve included 
it as a different data series: 





























150 

100 

50 
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VIage 


You can change it so the first column is a label and not a data series by clicking on 
□ which immediately makes things better: 



■Total age 


In the row example 1 used a different set of choices, specifying the data series was in rows 
and the column and row were labels 


Choose a data rang e 
Data range 


S'Profitand Lo5s'.SHS19:SKS19,S'Profit and Loss'.SHSZ2:SKSZZ 


® Data series in rows 


O Data series in columns 

0 First row as latJ^ 

0 First column as label 


To produce the following preview: 



I find that sometimes you just have to fiddle with the options to get the chart to work 


















































exactly as you want it. It’s generally possible to change your mind with some of these 
options so don’t worry if you’re not quite sure what an option does - give it a try and 
change it back if you’re not happy. 


Ned >> 


But once you are happy click on 

The next series of options allows you to change the range for particular data series. I very 
rarely use any of these options since you generally select the correct cells for each data 


Ned >> 


series at an earlier stage. So click 
The final task allows you to choose the labels for your chart. When you’ve done that click 
on - 


Finish 


I find that charts are one of the most useful features of a spreadsheet program. They allow 
you to visualize data so much more easily than any other method. 








Names 


We’ve already used Names before when we referenced something like cell C12. A name is 
a cell reference that we’ve customised so that it is a combination of meaningful words. 

Automatically Creating 

You can automatically name cell ranges by firstly selecting the range of cells that you 
want to name. 






=-:=TEt E 14.000 


D r«itor Saar/ £ 24.000 



r ra n ng £ 45,000 



ajvi L0g."£ 50.000 



Depracaton £ ^.OOO 



^vertsr^ £ 150,000 



Total Escoertsses £ 334.O0C 

L 

1 



And then hover your mouse over Names in the Insert menu and click on Create. 


Names 


-K- 


Define... 

I I Manage... Ctrl+F3 


insert... 

Create... 

Labels... 


Choose where to determine the names from: 


Create names from 
I I [Top row 
0 Left column 
I I Bottom row 
I I Right column 


Note that when you click onto one of the cells in the range which you’ve given a name, 
such as D sector saacy t the name box shows something interesting: 


Director Salary 


a 


When you start to type the name into a new cell, you see an auto complete suggestion that 
includes it: 


Director 


=D: 


:or Salary| 


And you can do sums with it the same way as if it was just an ordinary cell reference: 


^ ^ 4® =Director_Salary*2 


Defining Name manually 

While it’s often quicker to define a name automatically it is possible to define one 
manually as well. Select the Cell or Range that you want to name. Then hover your mouse 
over Names in the Insert menu and then click Define: 


Names 


Define... 
- K 































Type in the name that you want to give the cell(s) 


Name ProfitPercentage] 


The next set of options show you the range that you’re giving the name to. You can 
change this manually but it’s generally better to use the mouse to select the range before 
you begin. 

Finally, you can choose to change the Scope of the Name. The Scope of the Name is 
where in your document you can use it. 


So, if you select Document (Global) you can access it throughout the entire file. 


Scape 


poccffnent {GEobaf} t 

. m 

Document (GtobaE) 



|Prafit and Loss 


The other option is the worksheet. If you choose this option the name will only be 
available in the current worksheet. If you move to another worksheet in the worksheet tabs 
you won’t be able to access the name. 

There are also some range options to allow you to print the range, and filter or sort it. 








Data Ranges 

In the same way that you can name individual cells or ranges above you can also define 
Data ranges. This is particularly useful when you’re doing multiple operations on a 
particular range. Instead of having to select them every time you can define a range once 
and use it multiple times. 


Defining Ranges 


The first step to defining a Data Range is to select it in your worksheet (remember that 
you can use the Ctrl key to select ranges in different areas of the worksheet): 


Expenses 





Director Siaiy £ 24.O0Cj. 


Tra:n:r^ _ _ £ _ 45.000r 


AcoaintTig: ana Leg-'; £ .,. _ 5C', CfflT 


^^vertsT^ . £ _ 


total Expenses £ 334.0od 


Then in the Data menu click on Define Range 


Data 

Define Range... 


Type in your name. It should be something that you’ll be able to remember later on - so 
use something meaningful. 


Name 


Expensesl 


Click on ® give you advanced options to do things like keep formatting, or 


specify that the range includes column labels. Click 
will appear in the list. 


Add 


and 


the new Data Range 


Name 


Expenses 


Click OK. Once you’ve added a Data range you can use it as if it were a specified range in 
formulas and an 5 rwhere else you can use a Cell Range in LibreOffice Calc. 


^ X ^ 


= sum (Expenses] 


Selecting Range 

Sometimes you may want to select a range that you’ve defined in the earlier step. 
Although you can obviously use the mouse LibreOffice also allows you to select the Data 
Range via its name. You do this by clicking on select Range... in the Data menu. This 
displays the Select Data Range dialogue which shows a list of all the currently defined 
global ranges in your spreadsheet or the current worksheet. 

Double click on the name of the range that you want to select. 



























Select Database Range 



You’ll see the range selected in the spreadsheet: 


Less 



posti E U.OOCj 



iDifeclof Saary £ 24.pOC 



Trirvrg £ ^5.000 



Uccounta^ afiC Les."£ 5C'.CKXJ 



peprecatcr, £ 35.0flQ 



kdverl3s:f^ £ LW.OOfl 


Less 

Total Eicoeoses £ 334.00Q 

, ' 33.4«. 


Comments 

Sometimes you may want to include comments about a particular cell in the worksheet. 
This can include things like how the cell is calculated, or a description about specific 
terms. Click onto the cell which you want to comment on, then in the Insert menu click on 

I 1^ Comment Ctrl+Alll^ | 














:i 

k 

L-- 


I 




ft tsn te on 
nitpe Iries 


When you click off the comment it will disappear. But note that the cell has a little red 
square at the right hand corner. 




Clicking on the cell will display the comment again. 
















































Insert a Sheet from File 

want to insert worksheets from a file. In the Insert Menu click on 

to bring up the Insert Sheet From File dialogue. You’ll be inserting a 
text file most often. The first step is that LibreOffice opens an Insert File dialogue where 
you select the file to insert. Then it will bring up a dialogue that allows you to specify the 
format of the worksheet. 

Because each worksheet will be different probably the best thing to do is experiment with 
the options and check the help at 

https://help.libreoffice.org/scalc/modules/scalc/ui/textimportcsv/charset?Language=en- 

GB&System=WIN&Version=4.2#bm id315790911 

One thing that you need to pay a lot of attention to is the format of the file. For example, if 
it’s separated by commas or tabs. While LibreOffice will try to work it out for you it’s 
important to keep checking the preview to make sure that the choices that you make will 
produce the correct results. 


Sometimes you may 

Sheet From File... . 

- ~ - N - 








Version Control 


LibreOffice Calc provides a limited type of Version Control. While if you want the most 
powerful version control I’d still suggest that you use an external software solution. But 
by clicking on in the File Menu you can bring up an option that 


allows you to store the website as it currendy is. Just click on 


Save New Version 


and you’ll 


have an option to write who saved it, and be able to see the version in the version list. 


Existing versions 


Date and time Saved by 

Comments 

10/01/201 SI 3:17 

10/01/201S 13:21 

Thomas Ecclestone 


You can compare the current version with an old version by clicking on the old version 


and then 


Compare 


Double click on an old version to open it. But note that you’ll only 


be able to reopen it in read-only format. You’d have to save it as some other file name 
before you can edit the old version. 


You can return to the most recently saved version by clicking on ® in the File 

Menu. But note that if you do this you’ll permanently lose any changes since the last time 
you saved the version. 









Track Changes 

In addition to version control you also have the ability to record the changes that you have 
made to the spreadsheet via functionality called Track Changes. This is useful when more 
than one person is editing a spread sheet. The person who owns the document can decide 
whether to accept changes that someone else has made to it. 

Hover your mouse over Changes in the Edit menu and click on record 

^ Changes ► |j ~ ' 

Protect Records... 

Show... 

This will start to record the changes that you’ve made. 

If you want to prevent someone else accepting or rejecting changes you can click on 
[ Protect Records,,, l-ypg ^ password that prcvcnts anyone turning off 

recording or accepting or rejecting changes without the password that you supplied. 

Make as many changes as you want. When you change something you’ll see a visual 
indication that you’ve made the change. For example, a red border. 

I 

You can hide some changes if you click on Show (which is below Protect Records) 

Show... 


If you want to accept or reject changes and you’ve added a password you’ll have to click 
on 


Protect Records... 


: and enter the password. 

Once you’ve done this click on, or if the changes aren’t protected, click on 

which you can get to by hovering your mouse over Changes in the 


Accept or Reject... 


Edit menu. You’ll see the accept or reject changes dialogue. Select one of the changes in 
the list 


List 


Filter 


Action I Position I Author I Date 


[Changed contents 'Profit and Loss'.KS . IQffll/201515;Q7;01. 


Changed contents 'Profit and Loss'.J7 10/01/Z015 13:07:3^ 


And then click on 




if you want to keep the changes, or click on 


Reject 


if you 


don’t want to keep the changes. 






































Fill 


While we’ve already come across the fill command I think that it might be useful to go in 
a little more depth. Filling is the act of using the content of a cell or a range of cells to 
populate other cells. For example, you can use filling complete a series. 

First select the numbers in the series 


1 i J 
















-j _1' 

1 








Then move the mouse over to the small square at the end of the series, click and hold, then 
drag the square to the end of the series: 

—^ j ii ! ! i i . 

The outline of the series is in purple. The series is completed automatically. 


H-1-[-^-1 

1-1-H 

1 3 ft 

11 

14 

L7 ZBL 

---i 

1— X- 


You can have more control over the fill in the Edit menu, especially using the series option 
when you’ve got a complex series to fill, i.e. where you want to adjust the increment. You 
can also fill dates and formula. 


Fill 

N 


Down Ctrl+D 


lil^ 


Right 

Up 

Left 




SheetSr.. 




Series... 




Random Number... 



























Data Operations 

LibreOffice offers a lot of Data operations that allow you to sort data, filter it, and work 
out subtotals. We’ve seen some of these functions (in effect) already when we used 
functions to get results like sums and averages. But the Data Menu offers a lot more Data 
Operators that can be very useful sometimes. 

A lot of these operators work on ranges of cells so it’s important to make sure that when 
you use them you select the right range. For example you’ll often not want to include 
subtotals in the range if you’re producing an average. 

Another thing to think about is making sure that you keep a backup of the file before using 
some of these operations in case you make a mistake. This can happen when you’re 
sorting, validating or running statistical analysis on data but it’s probably good practice 
whatever else you’re doing with the spreadsheet. 

Some of these options don’t have undo functions. So regular saving, making sure that you 
keep the current file safe so that you don’t lose your work is a very good idea. 

Grouping 

You use Grouping so you can hide parts of a worksheet while you’re working on them. 
Sometimes it can be hard to see the wood for the trees. The first step with grouping is to 
select the cells that you want to group. 

Then hover your mouse over Group and Outlines in the Data menu and click on 

: ^ p^roup... F12 I 


Normally you’ll choose to include Rows. But you can hide the columns as well, although 
this is often problematic because it can hide more information than you want. 

Inclyde 

® IRowsi 
O Columns 


When you group Rows together you’ll see a little minus sign next to the row headers for 
the group. 





Click on the -i and you’ll see the Group collapse (i.e. it will be hidden). 


J- 


a 

Isss 

Expenses 



15 

Less 

Toftal Expenses ;£ 3T2.6t)d 

P 37.^ 


16 





17 

Equals 

Wet Profit £226,000 

f 22.2m 


18 






Don’t worry that you’ve lost the data. All you have to do to show the group again is to 
click on-±j. 


Note that clicking into any cell in the group and then selecting -o Ungroup... ctri+Fi 2 fj-Qjjp 
Data->Groups and Outline menu will remove the group and return the cells to “normal”. 

























Sorting Data 

Say you wanted to sort the following data: 


Experv&es | | 

POEti' 

£ 

U.CpK'I 

D:rector Salary 

iE 

2A.OXIi 

Train-rtg 

£ 

2.™ 

AccounrtJTvg anri Le&-£ 

Ki.OCO; 

iDeprecaton 

:£ 


lAdvertiEing 

■ £ 

LKi,™. 


The first step is to highlight all the cells, and then click on —— fe' - in the Data 

Menu. 


When you look at the Sort Dialogue you see immediately a section saying what you’re 
sorting it by. In this case, you’re not sorting by the right thing - we want to sort by 
columns, not rows. 


Sort key 1 





(§) Ascending 
O Descending 


In your case, you may be sorting by the right thing (i.e. columns or rows) but if you want 
to sort by row when your sort key says columns or vice versa click on in the tab 
window. 


These options allow you to choose if the sort is case sensitive (i.e. treats “A” as identical 
to “a” ), contains range labels (which in this case we want to don’t want to select but 
which is useful if we’ve got headers for the columns or rows in the range) 

Finally, because we’re sorting the rows we click lop to bottom t^ort rows] . 

Once we’ve chosen our options we go back to the sort criteria tab. 

Click on the Sort Key to choose which column or row to sort the range on. 


Sort key 1 



Then choose whether you want to sort ascending or descending. 


Click 



when you’re happy. 



Less ExDenses 

iB 

Fra r. Tr: l£ 2.400 



Postal £ L4.0C0 




DTector Saary £ 24.000 



Aoccx-ntrvj anc Leg>£ fC'.OOO 


■H 


rtcivert£,rjg £ 150,000 



Dcsrrecatof^ £ 



Less 

Total ExpBTtses £ 4^.400 


T I 


b 


Often it’s good to experiment with these settings since it can be hard to get the exact result 
that you want. I generally suggest making sure you save the file before you run a sort in 
case you make any mistakes. 

































Filtering Data with the Standard Filter 

You use filtering to hide and sort data. The first step to using Filters is to select the range 
of cells that you’re going to filter, and then go to the Data Menu and Standard Filter. 


Filter ^ j 

V. 

AutoFilter 


V 


^ndard Filter... 



A 

bvanced Filter... 


This will bring up the Standard Filter Dialogue. You must choose the Field that you want 
to Filter. In this case Column C 


Field name 



- none - 
Column B 




Then select one of the Conditions. Most of these Conditions are pretty self-explanatory. 
For example Filtering by a >= means filtering by greater than or equal to. < is less than. 
Just like in the IF Function. 


Condition 



< 

> 


Our first Filter condition is done. But what happens if you want more than one filter 
condition? 


Operator Field name 

Condition 

Value 







10000 


0 


Well, we need to decide if we want to AND the next condition or use OR as the operator. 
If we use AND, both conditions must be true. If we use OR, if either condition is true the 
value will be displayed. 

Operator 


pND^ 

[or 

Then, once we’ve selected the operator we can click ® Options access advanced options 
to sort based on case, use regular expressions (which is a little advanced for this book) or 
remove duplicates. When we’re happy with it click OK. 

Note that results that don’t match our filter have been removed: 




Less 

Expenses 



10 


F^sta' £ 14.003 


11 


D. rect-DT £ 

24.™ 


iz 


and L^y£ 

yj.ood 


IS 


Adverts :n 5 £ 

IK.COd 


14 


Den recat or, £ 



15 

Isss 

total Expenses £ 

4.29M 42.' 







































If you want to remove the filter click into the group that contains the filter, and then select 
Reset Filter from the Filters options in the Data Menu. 

Filtering Data with the Auto-Filter 

First, select the range of data that you want to auto filter. Then click on Filter>AutoFilter 
in the Data menu. 


Filter 

► 

AutoFilter 

IX 


This will bring up the AutoFilter dialogue. You may see a message asking if you want the 
first line to be used as headers. I tend to suggest using No, unless the first line really are 
headers. 


The Hnge does not contain column headers. 

Do yeoj want the first line to be used as column headers? 



You’ll see little down arrows by the items that LibreOffice has detected ought to be 
filtered. 

" |T1 jj-Ofici Ti 

24.C(K( 

When you click on the arrow you’ll see the autofilter dialogue. This dialogue includes a 
list of all the values in the field, where clicking on the 0 will hide the value and clicking 
on 0 will select all of the values to hide. 


024000 
032000 
045000 
0 S1000 
0flOOOO 
02fi5OOO 


0 All |r°| \l= 

You can also choose to sort ascending or descending the value, noting that when you’re 
sorting multiple values you’re going to sort an entire line at a time based on the filter. 

Sort Ascending 
Sort Descending 


The other options are pretty obvious. You can filter a series of numbers based on the 
values that are the largest 10 numbers by clicking on , or by cells that are Empty by 
clicking on ^'^p^ or not empty with ^'^p^ . You can show only one item my clicking 


on it in the list and then clicking ^ or you can hide the current item and show everything 


else by selecting an item on the list and then clicking 
If you click on you’ll see the standard filter dialogue I described above. 

Pivot Tables 





























LibreOffice calc supports the use of Pivot Tables. This is quite an advanced feature that 
many people have problems with. The best way to find out how to use it is to refer to 
https://wiki.documentfoundation.Org/images/4/49/CG3408-PivotTables.pdf which 

provides quite a detailed explanation of this useful functionality. 

Statistics 

LibreOffice does provide some statistical analysis capability through the Statistics options 
in the Data Menu: 


Statistics. 

- ts - 

Sampling... 



Descriptive Statistics... 

Analysis of Variance [ANOVA]... 

Correlation... 

Covariance... 

Exponential Smoothing... 

Moving Average... 


As you can see it’s possible to do Sampling, Variance analysis and so on. However, I’d say 
that in general it’s better to look for a dedicated tool such as 
http://projects.gnome.org/gnumeric/ or you could use the Deducer or Rstudio interfaces to 

R. 

Ggobi might also be worth checking out as a decent tool for data visualization. 

Subtotals 

For completeness I should mention that you can automatically run subtotals such as 
products, sums or counts using i subtotal... jjj l-j^g Y)ata window. Highlight the 

cells that you want to run totals on and you’ll see the dialogue. 

The first line gives you the option of what to group by. For example, employee number. 
Then you can choose which fields to run the subtotal on 

Calculatesubtotaisfor 

r~l Employee 
04 
07 
01 

And what type of subtotal to use: 

Use function 


I Sum 


Count 

Average 

Max 

Min 

Product 

I’ve only given a short overview here. You can find out more in the help 
https://help.libreoffice.org/Galc/Subtotals but I honestly don’t use the automatic subtotal 
function often. I much prefer to create the formulas manually because that way you have 
fine control over how results are calculated. 


Validity 



















Sometimes you may want to have a way of making sure that the data that you are entering 
into a form is basically correct. Or, indeed, give someone a message about what the 
correct information is for the form. 


LibreOffice Calc provides a Validity option to provide some basic checks when you’re 
inputting data. 

Select the cell or range of cells where you want to apply validity checking rules and then 
click on 


in the Data Menu to bring up the Validity dialogue. 


The first set of options allow you to control what type of data is entered into the cell. For 
example, you can restrict it to a date, time, or particular types of numbers. 


Allow 


m 

values 


vafties ^ 


Whole Numbers 

Decimal 

Date 

Time 

Cell range 

List 

Text length 


Once you’ve selected the data type you can choose whether to allow the cell to be blank. 
0 Allow blank cells choose to put in some data rules. For example, if you 

choose a Whole Number you can set a valid range, or require it to be greater than a value 
etc. 

Click on the linput Help tab to give people suggestions about what the cell contains. By default 
this doesn’t give you help when you select the cell. If you toggle it on by clicking on the 

rectangle every time you select the cell it will display an 

information dialogue with the Title and Content that you enter into the form. 

Controlling the Validity Error Alert 

When someone tries to enter a value into the form that LibreOffice decides isn’t valid 
there will be an Error Message. But sometimes you may want to control the text and the 
seriousness of one of these errors. You can do this from the Error Aierttab. 

One of the most important things in this tab is the Action box. This says what will happen 
when the error is generated. The default option, stop, prevents someone putting data that 
doesn’t validate into the field. 


Action: 


Stop 

Sfc^ 


Warning 

Information 

Macro 



Warning allows you to give someone the option to override the error, whereas information 
just informs them that they’ve made an error. 


Macro automatically runs a piece of code that you’ve written. Macros can do almost 
anything that LibreOffice Calc can do. You click on I^q select the macro that you 



























want to use. Macros are a little bit advanced for this manual but it’s worth investigating 
them if you’re a power user that wants to customise the functionality of LibreOffice very 
extensively. 

Once you’ve chosen whether to stop, give a warning etc. the next two field Title (which is 
the title of the dialogue) and Error Message (which is the text within the dialogue) are 
pretty easy to understand. They are the error message that you want displayed. 


Contents 

Action: 

litle: 

Error message: 



Browse... 


Out of Fish Error 

This is a made up error triggered because you're trying to enter a a 
number between Z and 9 in a field that doesn't like that number. 


Will produce this error message when you enter the wrong number: 



The above error message is slightly misleading because we specified the field was a whole 
number. So if you try to enter a date or a decimal number it’ll also produce an error. When 
describing the error you’ve got to include all the possible circumstances that might cause 
the error to be triggered. 


Contents 


Action: 

Stop 

V 

Browse. 






litle: [ 

Out of Fish Error 

Error message: 

This is a ma:de up error triggered because you're either trying to 
enter a number between 2 and 9 OR you're not eritering a whoEe 


A 




Consolidate 

Say you have three worksheets. A totals worksheet, and a July and August worksheet. 

The First step is to define the ranges that you’re going to use. In the July worksheet select 
the squares: 



A 


1"^ ' ' 

D 

E 


1 

July 








iProduct 

iReta^ Prce ' 

Sate 

tota= 




iF^oduct i 

1 

1 

LO™ 




iPfod^ 2 

E30 

23: 

it® 




i^oddct 3 

e™" . 

T8 

31200: 




iPtoduct 4 


2 

.40® 


tH 




■ 



1 







And in the Name box type in the name that you want to give those squares: 


ProductPriceJulyl 2| 


Repeat the process in August. Now, in the totals worksheet click in to the cell where you 
want the result to be printed. 






























































In the Data Menu click on 


Consolidate... 


JV 



A B 


D 

E 

71 
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1 1 
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1 

eJi 

(Ptoduct 1 

iRetaa Price \ 
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Product L 
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Product 2 1 
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jPioduct 4 
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34 
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1 

36 

1 
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■ f 1 
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First set the Function. In this case we’re going to use Average. 

Function; 1^ 


There are a lot of functions to choose from such as Average, Sum, and Product and so on. 
They work pretty much as you’d expect. Our next step is to select data ranges. When you 
click down on the Source Data Ranges box you’ll see a list which you may have to scroll 
down until you see the ranges that you’ve defined in an earlier step. 

Source data ranges: 


feunideftned - 


- undefined - 

Ac c 0 u nti n g_a n d_Leg a I 

Advertising 

Depreciation 

Director_Salary 

Postal 

P^ductPHceJ^^^^^^ 

Rangel 


Click on the range to select it. Note that the source data range box displays the range 
you’ve selected: 


Source data ranges: 


ProductPriceAugust 



SAug.SCS3:C6 



Press 


Add 


and repeat the process for the next data range. You’ll see the chosen 


ranges appear in the Consolidation Ranges box: 


Consolidation ranges: 

SAug.SCS3:SCS6 

SJuly.SCS3:SCS6 


If you click on one of the ranges in the Consolidation Ranges List and then '-' 

you’ll remove the range from the list. 

The final step is to go to the worksheet where you want to put the result and click on the 
first cell where you want the results to be copied to: 


For example, go to Total in the Worksheet tab /Au^Totai^ make sure you are 

editing the Copy Cell results box. 























































Copy results, to: 


- undefined - 

V 


1 I 



Then click on the cell you want the results to be copied to: 



A 

B 

J D 

E 

27 


i 

1 1 1 
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IProowit 

Pr^'B iSsleE i 

iTota 

r -“VS 

L-. i^j.: , 

IProowit 1 1 
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30 

IProQwit 2 




31 

IProffwit 3 

i i 

i 


V 

IProffLct 4 




33 

I 


1 

1 


i 

. 1 

1 1 
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You’ll see the cell added to the box that you’re editing: 


Copy results to: 


- undefined - 

V 


STotal.SCSZ9 



Click on s options and make sure that you’re consolidating based on rows and not 
columns in this case: 

Consolidate by 
0 Row labels 
I I Column labels 


Obviously when you’re consolidating a column you’ll want to select the other option. 


When you’re happy that you want to begin the consolidation click 















































So Long, and Thanks! 

Writing this book has been great fun for me, and I hope that you’ve found it useful. As 
normal, I’d like to invite you to email me if you have any questions. My email address is 
thomasecclestone@yahoo.co.uk 

LibreOffice Calc provides a fully functional spreadsheet without the cost of some of the 
alternatives. As you become familiar with it you’ll probably find that it’s a hugely 
powerful piece of software that will repay all the effort you’ve spent learning how to use 
it. 

Finally, I’d like to thank you and wish you good luck! 



